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About EduQual 
EduQual is a regulated UK awarding body and a full member of the Federation of Awarding Bodies 

(FAB). 

In the UK, the national Qualifications regulators include the Office of Qualifications and Examinations 

Regulation (Ofqual), SQA-Accreditation, Qualifications Wales, and the Council for the Curriculum, 

Examinations and Assessment (CCEA). 

EduQual is approved as an awarding body by SQA-Accreditation – you can find us listed on the SQA-

Accreditation website here. 

Many EduQual Qualifications, are credit-rated for the Scottish Credit and Qualifications Framework 

(SCQF), the national Qualifications framework for Scotland – see here for the SCQF database of 

Qualifications.  Many of our Qualifications are recognised by universities, professional membership 

bodies and many other stakeholders in the UK and beyond. 

Our Qualifications are delivered in partnership with a global network of EduQual-approved Centres 

(e.g. colleges and training providers). We place a special emphasis on ensuring Centres and Learners 

receive the highest levels of quality and value across all our innovative, relevant, and affordable 

Qualifications. 

Our dedicated team of professionals have many years’ experience in designing, developing, delivering, 

and awarding Qualifications. We strive to be recognised as an awarding body of choice for any 

educator or employer who wishes to unlock the potential of their Learners. 

EduQual has a global presence – we have established partnerships with Centres in Africa, The 

Americas, Asia and Europe. 

This specification is Issue 1. Key changes are listed in the summary table on the next page. We will inform 

Centres of any changes to this issue. The latest issue can be found on the EduQual website 

www.eduqual.org.uk. 

Notes on this Specification 
References to third-party material made in this specification are made in good faith. We do not endorse, 

approve or accept responsibility for the content of materials, which may be subject to change, or any opinions 

expressed therein. (Material may include textbooks, journals, magazines and other publications and 

websites.) 

 

https://accreditation.sqa.org.uk/accreditation/Awarding_Body_Approval/Approved_Awarding_Bodies
https://scqf.org.uk/about-the-framework/scqf-database/
http://www.eduqual.org.uk/
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EduQual Diplomas in Business Management and Operations  

Diploma in Business and Accounting (SCQF Level 8) 

Diploma in Human Resource Management (SCQF Level 8) 

Diploma in Project Management (SCQF Level 8) 

Diploma in Advanced Accountancy (SCQF Level 8) 

These Qualification titles will appear on Learners’ certificates – Learners should be made aware of this 

when they are recruited by the Centre and registered with EduQual. 

Comparison of SCQF and Ofqual RQF levels 
The UK Quality Assurance Agency for Higher Education (QAA) is responsible for safeguarding the 

standards of UK higher education wherever it is delivered around the world. The QAA have published 

a guide to Qualification frameworks in UK and beyond – the following tables are extracts from this 

guide. 

 

 

  

http://www.qaa.ac.uk/en
https://www.sqa.org.uk/sqa/files_ccc/QualificationsCanCrossBoundaries.pdf
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Introduction to Diplomas in  
Business Management and Operations (SCQF Level 8) 
This Qualification has been SCQF credit-rated (Level 8, 120 credits). 

These Qualifications are intended to provide Learners with the opportunity to develop broad and 

integrative knowledge and skills, together with wider technical knowledge, in one of the fields of: 

• Business and accounting 

• Human resource management 

• Project management 

or 

• Advanced accountancy 

Each Qualification develops a range of concepts, principles, approaches and practices within its own 

field of study, at the national and international levels. Learners will have a wide range of opportunities 

to become more profound thinkers, able to objectively and critically assess situations, ask tough 

questions, solve problems, anticipate change and pro-actively implement solutions to meet challenges 

arising from a range of situations. 

Successful Learners may choose to progress directly onto specialist areas of study at SCQF Level 11, 

such as the: 

•  Postgraduate Certificate in Facilities Management (SCQF Level 11) 

• Postgraduate Certificate in Logistics and Supply Chain Management (SCQF Level 11) 

•  Postgraduate Certificate in Purchasing and Procurement (SCQF Level 11) 

Some Learners may have been recently appointed to or are seeking progression to a leadership or 

managerial role within their organisation and wish to develop their knowledge and application of 

business management and operations principles and practices. They do not need to have any prior 

Qualifications, knowledge or experience before beginning one of these SCQF Level 8 Qualifications. 

However, they are expected to have the combination of potential and experience that will help them 

meet the demands of these Qualifications. 

SCQF levels 

The SCQF has 12 levels and each level is described by a set of SCQF Level descriptors. The allocation 

of a level is based on the difficulty of learning.  The SCQF Level descriptors describe in broad terms 

what Learners should be able to do or demonstrate at a particular level. Each level descriptor has five 

characteristics which provide a reference point for determining the level of a Qualification and Unit of 

learning or for the recognition of prior learning (RPL). The five characteristics are: 

• Knowledge and understanding 

• Practice: Applied knowledge, skills and understanding 

• Generic cognitive skills 

• Communication, numeracy and ICT skills 

• Autonomy, accountability and working with others 

SCQF credit points 

The allocation of SCQF credit points does not refer to a perception of ability, nor is it based on age or 

experience. It is calculated by those with an expert knowledge of the subject who make a professional 

judgement on how many hours it would take a typical Learner (i.e. not those who complete the 

Learning Outcomes quickly or those that require additional time) to achieve the Learning Outcomes 

https://scqf.org.uk/media/ta4l1whk/scqf-level-descriptors-web-july-2019.pdf
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at a given level.  This can also be described as “… the time required for a typical Learner at a specified 

SCQF level to achieve the Learning Outcomes. The amount of time taken by actual Learners in reality 

may differ, but this does not affect the number of SCQF Credit Points awarded.”  The estimation of the 

time required is referred to as notional learning hours – one SCQF credit point represents a notional 

10 hours of learning. SCQF credit points quantify Learning Outcomes that are subject to valid, reliable 

methods of assessment. 

Notional learning hours 

Notional learning hours include all the learning activities that are required to achieve the Learning 

Outcomes.  Within the SCQF, the minimum number of credits recognised for a Qualification is one, 

which represents a notional 10 hours of learning.  This, along with the type of activities that can be 

included in the notional learning hours, gives the framework the flexibility to recognise small pieces 

of learning such as short employer-led Qualifications. 

When credit rating a Qualification, we consider the time spent on all activities that contribute to the 

achievement of the Learning Outcomes of the Qualification and this includes those that take place 

before and after delivery as well as the actual delivery itself. The following are suggestions of what 

might make up the notional learning hours: 

• activities before delivery, including: 

• preparation such as reading materials provided prior to delivery 

• self-reflection on prior knowledge and experience and how it links to the delivery 

• personal programme planning 

• using libraries or learning resource Centres for reading and research 

• activities for actual delivery, including: 

• attending and participating in formal teaching sessions 

• practical work in laboratories and other locations 

• relevant Information Communication Technology (ICT) activities 

• self-directed study using online or text-based open learning materials 

• involvement in informal learning such as community groups, youth groups, outdoor activities 

• activities after delivery, including: 

• private study and revision on what has been learned 

• assessment of learning 

• application of knowledge and understanding and skills within the workplace 

It should be noted that this list of suggestions is not exhaustive nor are the activities mutually 

exclusive. 

National Occupational Standards 

Where relevant, all EduQual Qualifications are designed to provide some of the underpinning 

knowledge and understanding for National Occupational Standards (NOS) which are defined as 

“statements of the standards of performance individuals must achieve when carrying out functions in 

the workplace, together with specifications of the underpinning knowledge and understanding.”1 

NOS are developed for employers by employers through the relevant Sector Skills Council (SSC) or 

Standards Setting Organisation (SSO).  

See Appendix for how the Qualification outcomes map to the standards, guidance and requirements. 

  

 
1 See UK Standards website for more details 

https://www.ukstandards.org.uk/Pages/Contacts.aspx
https://www.ukstandards.org.uk/Pages/Contacts.aspx
https://www.ukstandards.org.uk/Pages/index.aspx
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Qualification structure 
The EduQual Diplomas in Business Management and Operations (SCQF Level 8) are composed of the 

following four Diplomas: 

• Diploma in Business and Accounting (SCQF Level 8) 

• Diploma in Human Resource Management (SCQF Level 8) 

• Diploma in Project Management (SCQF Level 8) 

• Diploma in Advanced Accountancy (SCQF Level 8) 

Some Units are common to one or more of these Diplomas, for example Unit 5: Law, which is included 

in three Diplomas. The collection includes 16 Units in total, numbered in sequence. Each Diploma uses 

a different combination of Units, as illustrated on the following pages: 
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The Diploma in Business and Accounting (SCQF Level 8) is composed of 1,200 notional hours of learning (120 credits). 

Unit Unit title 
SCQF 

credits 
SCQF 
level 

Equivalent level 

Ofqual 
(RQF2) 

EQF3 

1 Business Management 15 8 5 5 

2 Business Writing 12 7 4 5 

3 Cost Accounting 6 7 5 5 

4 Practical Accounting 9 7 4 5 

5 Law 6 8 5 5 

6 HRM 12 8 5 5 

16 Research Project 60 8 5 5 

  

 

2 Ofqual Regulated Qualifications Framework 

3 European Qualifications Framework 

https://ofqual.blog.gov.uk/2015/10/01/explaining-the-rqf/
http://www.cedefop.europa.eu/en/events-and-projects/projects/european-qualifications-framework-eqf
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The Diploma in Human Resource Management (SCQF Level 8) is composed of 1,200 notional hours of learning 
(120 credits). 

Unit Unit title 
SCQF 

credits 
SCQF 
level 

Equivalent level 

Ofqual 
(RQF4) 

EQF5 

1 Business Management 15 8 5 5 

2 Business Writing 12 7 4 5 

5 Law 6 8 5 5 

6 HRM 12 8 5 5 

7 Supervisory Management 12 8 5 5 

8 Labour Management 3 8 5 5 

16 Research Project 60 8 5 5 

  

 

4 Ofqual Regulated Qualifications Framework 

5 European Qualifications Framework 

https://ofqual.blog.gov.uk/2015/10/01/explaining-the-rqf/
http://www.cedefop.europa.eu/en/events-and-projects/projects/european-qualifications-framework-eqf
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The Diploma in Project Management (SCQF Level 8) is composed of 1,200 notional hours of learning (120 credits). 

Unit Unit title 
SCQF 

credits 
SCQF 
level 

Equivalent level 

Ofqual 
(RQF6) 

EQF7 

3 Cost Accounting 6 7 5 5 

5 Law 6 8 5 5 

7 Supervisory Management 12 8 5 5 

9 Using MS Project & Visio 12 8 5 5 

10 Project Management 12 8 5 5 

11 Health and Safety 12 8 5 5 

16 Research Project 60 8 5 5 

  

 

6 Ofqual Regulated Qualifications Framework 

7 European Qualifications Framework 

https://ofqual.blog.gov.uk/2015/10/01/explaining-the-rqf/
http://www.cedefop.europa.eu/en/events-and-projects/projects/european-qualifications-framework-eqf
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The Diploma in Advanced Accountancy (SCQF Level 8) is composed of 1,200 notional hours of learning (120 credits). 

Unit Unit title 
SCQF 

credits 
SCQF 
level 

Equivalent level 

Ofqual 
(RQF8) 

EQF9 

3 Cost Accounting 6 7 5 5 

7 Supervisory Management 12 8 5 5 

12 Advanced Computerised Accounting 10 7 4 5 

13 Auditing 10 8 5 5 

14 Financial Management 12 8 5 5 

15 Taxation 10 8 5 5 

16 Research Project 60 8 5 5 

 

 

8 Ofqual Regulated Qualifications Framework 

9 European Qualifications Framework 

https://ofqual.blog.gov.uk/2015/10/01/explaining-the-rqf/
http://www.cedefop.europa.eu/en/events-and-projects/projects/european-qualifications-framework-eqf
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Access and Recruitment 
EduQual’s policy regarding access to its Qualifications is that: 

• they should be available to everyone who is capable of reaching the required standards 

• they should be free from any barriers that restrict access and progression 

• there should be equal opportunities for all wishing to access the Qualifications 

Centres are required to recruit Learners to EduQual Qualifications with integrity. This will include 

ensuring that applicants have appropriate information and advice about the Qualifications and that 

the Qualification will meet their needs. Centres should take appropriate steps to assess each 

applicant’s potential and make a professional judgement about their ability to successfully complete 

the programme of study and achieve the Qualification. This assessment will need to take account of 

the support available to the Learner within the Centre during their programme of study and any 

specific support that might be necessary to allow the Learner to access the assessment for the 

Qualification. 

Centres will need to review the entry profile of Qualifications and/or experience held by applicants, 

considering whether this profile shows an ability to progress to a higher-level Qualification. 

Learner Entry Requirements 

Prospective Learners for these Qualifications are expected to have one (or more) of the following: 

• an SCQF Level 5/6 Qualification in management subjects 

• other related SCQF Level 5/6 Qualifications in the management sector 

• an international equivalent to the above Qualifications 

In exceptional circumstances and at the discretion of the Centre, Learners who do not have any of the 

prescribed entry requirements may still be permitted to study for their chosen Qualification, provided 

that in the Centre’s judgement, the Learner has the potential to complete the Qualification 

successfully. 

Access arrangements and special considerations 

EduQual’s policy on access arrangements and special considerations aims to enhance access to the 

Qualifications for Learners with disabilities and other difficulties (as defined by the 2010 Equality Act) 

without compromising the assessment of skills, knowledge, understanding or competence. Refer to 

EduQual’s Equality and Reasonable Adjustments policy. 

Design and Delivery 

Mode of delivery 

Whichever mode of delivery is used, Centres must ensure that Learners have appropriate access to 

the resources identified in the specification and to the subject specialists delivering the Units. In some 

Units, the use of assessment evidence drawn from Learners’ work environments is an essential 

requirement. 

It is important that Centres develop an approach to teaching and learning that supports the vocational 

nature of the Qualification and the mode of delivery. The specification gives a balance of practical skill 

development and knowledge requirements, some of which can be theoretical in nature. Tutors and 

assessors should ensure that appropriate links are made between theory and practical application and 

https://eduqual.org.uk/centres/centrepolicies/
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that the knowledge base is applied to the sector. This requires the development of relevant and up-

to-date teaching materials that allow Learners to apply their learning to actual events and activity 

within the sector. Maximum use should be made of Learners’ experience. 

It may be appropriate to deliver some knowledge via a virtual learning environment (VLE) which 

provides Learners with remote access to theoretical knowledge.  The learning community created by 

a VLE allows Learners to share their knowledge and experiences via forums and discussion groups, 

facilitated by tutors offering educational support and guidance. 

Where relevant, skills should be taught (and assessed) ‘face-to-face’. 

Physical resources need to support the delivery of the Qualification and the assessment of the 

Learning Outcomes and should therefore be of industry standard. Staff delivering Qualifications and 

conducting the assessments should be familiar with current practice and standards in the sector 

concerned. Centres will need to meet any specific resource requirements to obtain approval from 

EduQual. 

Where specific resources are required, they have been indicated in the Essential resources section 

within individual Units. 

Assessment 
The following guidance should be considered in conjunction with the EduQual Assessment and 

Verification Guide. 

All Units within the Qualifications are internally assessed. The Qualifications are criterion referenced, 

based on the achievement of all the specified Learning Outcomes – to achieve a ‘pass’ a Learner must 

have successfully passed all the assessment criteria. 

The purpose of assessment is to ensure that effective learning has taken place to give Learners the 

opportunity to: 

• meet the standard determined by the assessment criteria 

• achieve the Learning Outcomes 

All the assessments developed by Centres should be reliable, fit-for-purpose and built on the Unit 

assessment criteria. Assessments should enable Learners to produce valid, sufficient and reliable 

evidence that relates directly to the specified criteria.  

Centres are encouraged to emphasise the practical application of the assessment criteria, providing a 

realistic scenario for Learners to adopt, and making maximum use of practical activities. The creation 

of assessments that are fit-for-purpose is vital to achievement. 

The assessment criteria must be clearly indicated in each assessment – this gives Learners focus and 

helps with internal quality assurance and standardisation processes. It will also help to ensure that 

Learner feedback is specific to the assessment criteria. 

When designing assessments, Centres are encouraged to identify common topics and themes.  A 

central feature of vocational assessment is that it allows for assessment to be: 

• current i.e. to reflect the most recent developments and issues 

• local i.e. to reflect the employment context of the delivering Centre 

• flexible to reflect Learner needs, i.e. at a time and in a way that matches the Learner’s 

requirements so that they can demonstrate achievement 

Where available, Centres are encouraged to review EduQual sample assessments before developing 

their own assessments.  

All Centre-devised assessments must be ‘signed-off’ by EduQual before they are used by Centres. 
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Recognition of Prior Learning 

Recognition of Prior Learning (RPL) is a method of assessment that considers whether a Learner can 

demonstrate that they can meet the assessment requirements for a Unit through knowledge, 

understanding or skills they already possess and so do not need to develop through a course of 

learning. 

EduQual encourages Centres to recognise Learners’ previous achievements and experiences whether 

at work, home and at leisure, as well as in the classroom. RPL provides a route for the recognition of 

the achievements resulting from continuous learning. 

RPL enables recognition of achievement from a range of activities using any valid assessment 

methodology. See here  for EduQual’s RPL policy. 

Grading 

To achieve a ‘pass’ a Learner must have successfully demonstrated competence as described in all 

Units. 

Quality Assurance 
The following guidance should be considered in conjunction with the EduQual document Assessment 

and Verification Guidance for Centres. 

The quality assurance process for Centres offering this Qualification is composed of three key 

components 

• Approvals 

• Internal Quality Assurance, and 

• External Quality Assurance (e.g. moderation) 

Approvals 

Centres are required to seek approval from EduQual to offer this Qualification via the existing EduQual 

Centre and Qualification approval process.  Prior to approval being given, Centres will be required to 

submit evidence to demonstrate that they: 

• have the human and physical resources required for effective delivery and assessment 

• have a robust internal assessment system supported by ‘fit-for-purpose’ assessment 

documentation 

• have a system to internally quality assure assessment decisions, to ensure standardised 

assessment decisions are made across all assessors and sites 

Applications must be supported by the Head of the Centre (e.g. Principal, CEO, etc) and include a 

signed declaration that the Centre will operate the Qualifications strictly as approved and in line 

with EduQual requirements. 

It is recommended that all those involved in the delivery, assessment and internal verification of 

EduQual Qualifications complete a nationally recognised knowledge-based Qualification in Education 

and Training within the first year of approval. 

An annual Centre re-approval process applies to all EduQual-approved Centres. However, all approved 

Centres must make a commitment to inform EduQual of any changes to their resources during the 

interim period.  Centres will be required to demonstrate ongoing fulfilment of the Centre approval 

criteria. Centres will need to present evidence of the ongoing suitability and deployment of their 

systems to carry out the required functions – this includes the consistent application of policies 

https://eduqual.org.uk/centres/centrepolicies/
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affecting Learner registrations, appeals, effective internal quality assurance and standardisation 

processes. 

Internal Quality Assurance 

Centres are responsible for implementing an Internal Quality Assurance system, the purpose of which 

is to ensure: 

• Learners are assessed fairly and accurately 

• Learners are given appropriate and constructive feedback which supports their progress 

• Assessment decisions are consistent across all assessors and accurately recorded 

• Assessors receive the support they need to do their job effectively 

• Quality assurance processes within the Centre consistently meet EduQual requirements 

• Effective monitoring and review to ensure relevant amendment and updating of systems, 

Qualifications and their assessment 

External Quality Assurance 

The following guidance should be considered in conjunction with the EduQual document entitled 

Remote Quality Sampling (RQS) Guidance for Centres. 

Prior to making a request for Learner certification, Centres must share with EduQual an electronic 

portfolio of evidence for that Learner. Learners must provide a signed statement of authenticity 

confirming that the evidence contained within their portfolio of evidence is their own. Prior to 

certification, an EduQual-appointed External Quality Assurer may verify/moderate a sample of the 

Learner’s assessments.  The outcomes of this process will be to: 

• confirm that internal assessment has met agreed standards, and to allow certification, 

• make recommendations to improve the quality of assessment outcomes before certification 

can take place, or to 

• make recommendations about the Centre’s ability to continue to be approved for the 

Qualification. 

EduQual reserves the right to withdraw either Qualification or Centre approval when it deems there 

is an irreversible breakdown in the Centre’s ability either to quality assure its Qualification delivery or 

its assessment standards. 
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Unit format 
All Units in EduQual Qualifications have a standard format. The Unit format is designed to give 

guidance on the requirements of the Qualification for Learners, tutors, assessors and those 

responsible for monitoring standards. Each Unit has the following sections. 

Unit title 

This is the formal title of the Unit that will appear on the Learner’s certificate. 

SCQF level and credit points 

The SCQF uses two measures to describe Qualifications within the framework: 

• level of difficulty and complexity 

• credit points quantify Learning Outcomes and give them a value or currency 

The Scottish Credit and Qualifications Framework (SCQF) has 12 levels ranging from Access at SCQF 

level 1, up to Doctorate at SCQF level 12. The different levels indicate the level of difficulty of a 

Qualification and increases in levels relate to factors such as: 

• the complexity and depth of knowledge and understanding 

• links to associated academic, vocational or professional practice 

• the degree of integration, independence and creativity required 

• the range and sophistication of application/practice 

• the role(s) taken in relation to other Learners/workers in carrying out tasks 

The SCQF level descriptors allow broad comparisons to be made between the outcomes of any 

learning and allow Learners, employers and the public in general to understand the range of skills and 

learning that should be achieved at each level. 

Credit points are used to quantify Learning Outcomes and give them a value or currency. They are a 

way of showing how much time it takes, on average, to complete a Qualification. Credit points and 

level descriptors allow Learners, learning providers and employers to compare different Qualifications 

at the same or even different levels. 

Credit points quantify the outcomes of learning that are subject to valid, reliable methods of 

assessment. The number of points allocated is determined by the amount of time that an 'average' 

Learner at a specified level might expect to take to achieve the outcomes. 

The SCQF works on the basis that one credit point represents the amount of learning achieved 

through 10 notional hours of learning, which includes everything a Learner must do to achieve the 

outcomes in a Qualification including assessment time. 

Unit purpose 

The purpose provides a clear summary of the purpose of the Unit and is a succinct statement that 

summarises the Learning Outcomes of the Unit. 

Delivery and assessment 

Summarises the key feature of how the Unit should be delivered and how Learners should be assessed. 

Essential resources 

Identifies resources that the Centre must have in place to deliver this Unit. 

http://www.scqf.org.uk/features/Framework.htm
http://scqf.org.uk/wp-content/uploads/2014/03/SCQF-Level-Descriptors-WEB-Aug-2015.pdf
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Learning outcomes 

The Learning Outcomes of a Unit set out what a Learner is expected to know, understand or be able 

to do as the result of a process of learning. 

Assessment criteria 

The assessment criteria of a Unit specify the standard a Learner is expected to meet to demonstrate 

that a Learning Outcome, or set of Learning Outcomes, has been achieved. The Learning Outcomes 

and assessment criteria clearly articulate the learning achievement for which the credit will be 

awarded at the level assigned to the Unit. 

Indicative content 

The indicative content identifies the breadth of knowledge, skills and understanding needed to design 

and deliver a programme of learning to achieve each of the Learning Outcomes. Where relevant, this 

is informed by the underpinning knowledge and understanding requirements of related standards. 

The content provides the range of subject material for the programme of learning and specifies the 

skills, knowledge and understanding required for achievement of the Unit. 

Delivery 

Explains the content’s relationship to the Learning Outcomes and offers guidance about possible 

approaches to delivery.  This section is based on the more usual delivery modes but is not intended to 

rule out alternative approaches. 

Assessment 

Amplifies the nature and type of evidence that Learners need to produce in order to achieve the Unit. 

This section should be read in conjunction with the assessment criteria. 

List of Learner resources 

Identifies specialist resources needed to allow Learners to generate the evidence required for the Unit. 

The Centre will be asked to ensure that any requirements are in place when it seeks approval from 

EduQual to offer the Qualification. 
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Unit 1: Business Management 

Unit Summary 

SCQF Level 8 

Credit Value 15 

Learning Time (hours) 150 

Organisation name EduQual Ltd. (Company Number 8913632) 

As part of (Award Title) Diploma in Business and Accounting (SCQF Level 8) 

Diploma in Human Resource Management (SCQF Level 8) 

Unit purpose This is intended to provide Learners with a broad, integrative 

introduction to the theory and functions of management. It 

treats with the concepts, principles, approaches and practices 

of management at the national and international levels. It 

explores the new management ideas in the context of rapid 

change and globalisation. While its main focus is on the 

management of business organisations, it also recognises the 

practicability of management in the real world. 

This Unit will prepare Learners for managing in an 

organisational setting, rules and regulations, policies and 

procedures, which ensure that its primary mandate, the 

attainment of organisational goals, becomes a reality. As a 

management Learner, the concepts in this course challenge 

one to become a more profound thinker, who is able to 

objectively and critically assess situations, ask tough questions, 

solve problems, anticipate change and pro-actively implement 

solutions to meet challenges arising from a range of situations. 
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Delivery and Assessment This Unit will focus on the application of management 

principles in an organisation, and will allow Learners to 

identify, develop and demonstrate these techniques. 

Tuition and guidance should feature flexible approaches to 

delivering the Unit, which may include formal tuition sessions, 

whether face to face or online. 

Centres may wish to take account of issues such as attendance 

and participation, course work, presentations, exams or final 

assessments when building their assessment strategy, which 

must be approved by EduQual before use. 

Learning 

Outcome 
Formal input10 

Additional 

activities11 
Assessment12 

Total time 

(hours) 

1. 12 6 2 20 

2. 12 6 2 20 

3. 12 6 2 20 

4. 12 6 2 20 

5. 24 12 3 39 

6. 20 9 2 31 

Total time 

(hours) 
92 45 13 150 

SCQF credit points (hours / 10) 15 

Essential resources Essential resources for this Unit include access to experienced 

tutors and instructors in a safe and controlled environment. 

Unit Entry Requirements 
(if applicable) 

See Qualification Summary. 

 
10 e.g. contact time (hours) with tutor, acquisition of knowledge, understanding and skills 
11 e.g. developing practice, reflection, research/study time (hours) 
12 e.g. planning and completion of assessment tasks (hours) 
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Learning Outcomes 

Learning Outcome 1: Explain management and apply the 4 key functions of managers, (planning, organising, leading 

and controlling) to organisational context 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

1.1 Analyse the four functions of 

management, planning, organising, 

leading and controlling. 

Type of management activity associated with each 
management function 

Differences between efficiency and effectiveness and their 
importance for organisational performance 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Face to face discussion 

• PowerPoint 
presentations 

• Case studies 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Quizzes 

• Written assignment 

1.2 Critically analyse how management 

functions are used to obtain 

organisational objectives. 

1.3 Describe personal challenges 

involved in becoming a new 

manager. 
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Learning Outcome 2: Understand the roles, functions and required skills of managers required for effective 

management control 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

2.1 Evaluate the skills required for 

effective management control. 

Conceptual skills, human skills, technical skills 

Roles managers are required to play in effective 
organisations 

Changes brought about by the environment and apply 
management control techniques 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Face to face discussion 

• PowerPoint 
presentations 

• Case studies 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Quizzes 

• Written assignment 

2.2 Define a range of roles that 

managers perform in 

organisations. 

2.3 Discuss characteristics of the new 

workplace and the new 

management competencies 

needed to deal with today’s 

turbulent environment. 
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Learning Outcome 3: Understand historical and current approaches to management philosophies 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

3.1 Analyse changes in management 

philosophy. 

Major developments in the history of management thought 

Classical, humanistic and scientific perspectives of 
management though 

Contemporary views of management 

Management changes brought about by a technology 
driven workplace 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Face to face discussion 

• PowerPoint 
presentations 

• Case studies 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Quizzes 

• Written assignment 

3.2 Analyse current management 

philosophy needed for adaptability 

of organisations in today’s 

environment. 

3.3 Apply current philosophy to 

organisational effectiveness. 
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Learning Outcome 4: Examine the environment and the strategies managers use to help organisations adapt to an 

uncertain or turbulent environment 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

4.1 Define the environment and 

analyse the impact on 

organisations. 

Elements of general and task environments 

The external environment: political, economic, social, 
technical, environmental, legal (PESTEL) 

The internal environment: strengths, weaknesses, 
opportunities, threats (SWOT) 

Corporate culture, the elements that influence it and 
current organisational examples 

Organisational symbols, stories, heroes, slogans, and 
ceremonies and their relationships to corporate culture 

Market entry strategies that businesses use to develop 
foreign markets 

International management and the difference between 
management of domestic business operations 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Face to face discussion 

• PowerPoint 
presentations 

• Case studies 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Quizzes 

• Written assignment 

4.2 Define the elements of the 

external and internal environment. 

4.3 Explain the importance of culture 

relative to organisational 

effectiveness. 
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Learning Outcome 5: Evaluate the importance of the concept of ethics and corporate social behaviour to organisations 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

5.1 Define ethics and its necessity for 

modern day business. 

Utilitarian, individualism, moral-rights, and justice 
approaches for evaluating ethical behaviour 

Corporate social responsibility along economic, legal, 
ethical, and discretionary criteria 

Ethical leadership and its impact on organisational 
structures and systems 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Face to face discussion 

• PowerPoint 
presentations 

• Case studies 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Quizzes 

• Written assignment 

5.2 Explain how ethical behaviour 

relates to behaviour governed by 

law and free choice. 

5.3 Identify important stakeholders for 

an organisation and discuss how 

managers balance the interests of 

various stakeholders. 

5.4 Discuss how ethical organisations 

are created. 

5.5 Define corporate social 

responsibility and its necessity for 

organisations. 
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Learning Outcome 6: Understand the importance of leadership as a key management function of managers 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

6.1 Assess importance of leadership 

for achieving organisational 

objectives. 

Leadership theories, e.g. Great Man theory, trait theory, 
situational theory, behavioural theory, participative theory, 
management theory 

Major personality traits, e.g. openness, conscientiousness, 
extraversion, agreeableness, and neuroticism 

Personal characteristics associated with effective leaders 

Task-oriented behaviour, people-oriented behaviour; how 
these categories are used 

Sources of leader power and the tactics leaders use to 
influence others 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Face to face discussion 

• PowerPoint 
presentations 

• Case studies 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Quizzes 

• Written assignment 

6.2 Describe how personality can 

influence workplace attitudes and 

behaviours. 

6.3 Define leadership and explain its 

importance for organisations. 

6.4 Evaluate and adapt own leadership 

style. 

  



Page 24 of 124 

BMO SCQF L8 Dips Qual Spec Issue 1.0 Aug 2023 Copyright © EduQual 2023 

 

List of Learner resources 

Textbooks 

• Daft, R., Benson, A. & Henry, B. (2020) Management (2nd edition) Cengage Learning. ISBN: 9781473770799 

• Griffiths, A. and Wall, S. (2011). Economics for Business and Management, 3rd edition, Financial Times / Prentice Hall. ISBN 0273735243 

• Hill, C.  (2022). International Business: Competing In The Global Marketplace, 14th edition, New York: McGraw-Hill ISBN 1265038540 

• Morrison, J. (2020) The Global Business Environment: Towards Sustainability? 5th Ed. Red Globe Press. ISBN 1352008975 

• Needle, D. and Burns, J. (2019) Business in Context: An Introduction to Business and its Environment. 7th Ed. Cengage Learning. ISBN 1473758391 

• Robbins, S. & Coulter, M. (2020) Management (15th edition) Pearson Education. ISBN: 9781292340883 

• Worthington, I., Britton. C. and Thompson, E. (2018) The Business Environment. 8th Ed. Harlow: Pearson. 

Journals 

• The Economist https://www.economist.com/  

Websites 

• Business Balls https://www.businessballs.com  

• Business Case Studies https://www.businesscasestudies.co.uk    

https://www.economist.com/
https://www.businessballs.com/
https://www.businesscasestudies.co.uk/
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Unit 2: Business Writing 

Unit Summary 

SCQF Level 7 

Credit Value 12 

Learning Time (hours) 120 

Organisation name EduQual Ltd. (Company Number 8913632) 

As part of (Award Title) Diploma in Business and Accounting (SCQF Level 8) 

Diploma in Human Resource Management (SCQF Level 8) 

Unit purpose This course will provide Learners with proven techniques to 

deliver information clearly, persuasively and professionally. 

Learners will gain skills to construct a variety of business 

documents which reflect coherence, clarity, conciseness, accuracy 

and completeness.  

Delivery and Assessment This Unit will focus on the application of business writing principles 

in an organisation, and will allow Learners to identify, develop and 

demonstrate these techniques. 

Tuition and guidance should feature flexible approaches to 

delivering the Unit, which may include formal tuition sessions, 

whether face to face or online. 

Centres may wish to take account of issues such as attendance and 

participation, course work, presentations, exams or final 

assessments when building their assessment strategy, which must 

be approved by EduQual before use. 

Learning 

Outcome 
Formal input13 

Additional 

activities14 
Assessment15 

Total time 

(hours) 

1. 8 8 4 20 

2. 24 24 12 60 

3. 14 14 5 33 

4. 3 3 1 7 

Total time 

(hours) 
49 49 22 120 

SCQF credit points (hours / 10) 12 

 
13 e.g. contact time (hours) with tutor, acquisition of knowledge, understanding and skills 
14 e.g. developing practice, reflection, research/study time (hours) 
15 e.g. planning and completion of assessment tasks (hours) 
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Essential resources Essential resources for this Unit include access to experienced 

tutors and instructors in a safe and controlled environment. 

Unit Entry Requirements 
(if applicable) 

See Qualification Summary. 
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Learning Outcomes 

Learning Outcome 1: Understand and apply the principles and processes of business writing in creating business 

documents 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

1.1 Apply the principles and processes 

of business writing. 

Definition of business writing 

Pros and cons of written vs verbal communication 

Purposes of written business communication 

Various examples of business documents 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Learner handouts 

• Face to face discussions 

• PowerPoint 
presentation 

• Classroom discussions. 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Oral questioning – Learner 
responses 

1.2 Evaluate the process of business 

writing  

The writing process: 

• Step 1: Prewriting: think and decide 

• Step 2: Research (if needed): search 

• Step 3: Drafting: write 

• Step 4: Revising: make it better 

• Step 5: Editing and proofreading: make it correct 
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Learning Outcome 2: Write effective business letters, emails and reports 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

2.1 Create examples of the various 

types of business letters and 

explain their purposes. 

Various business letters: 

• Complaint 

• Adjustment 

• Inquiry 

• Request 

• Congratulatory 

• “Bad News” 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Learner handouts 

• Class discussions 

• Teacher modelling 

• PowerPoint 
presentation 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Oral questioning – Learner 
responses 

• Written letters and emails 
for different purposes 

2.2 Use an accepted structure to write 

a formal business letter comprising 

complex information. 

Opening, salutation, body, closing, signature, enclosures 

Business letter formats: full block format, modified block 
format, semi block format, simplified form 

Paragraphing, language and tone 

2.3 Define and state the purpose of a 

email. 

The email vs a letter 

2.4 Use an accepted structure to write 

an email. 

Appropriate email structure: subject, sender (from:), date 
and time received (on), reply-to, recipient (to:), recipient 
email address, attachments 

Paragraphing, language and tone 

2.5 Define and state the purpose of a 

report. 

Various types and purposes of reports: academic report, 
business reports, scientific reports 
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Learning Outcome 2: Write effective business letters, emails and reports 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

2.6 Use an accepted structure to write 

a report comprising complex 

information. 

Appropriate report structure based on type 

Executive summary, introduction, body, conclusion; title 
page, table of contents, page numbering, headings and 
subheadings, citations, works cited page/bibliography 

Paragraphing, language and tone 
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Learning Outcome 3: Use proper grammar and spelling in writing business documents 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

3.1 Explain the basic structure of 

words. 

Basic morphology – the makeup of words: 

• Vowels – long vs short 

• Consonants 

• Prefix and suffix 

• Syllables 

• Stress 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Face to face discussions 

• Classroom discussions 

• PowerPoint 
presentations 

• Teacher modelling 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Oral questioning – Learner 
responses 

• Written letters and emails 
for different purposes 

3.2 Apply various spelling rules when 

writing. 

Common spelling rules 

3.3 Apply various grammar rules when 

writing. 

Common grammar errors: 

• Wrong word errors 

• Punctuation errors 

• Usage errors 

Use of Microsoft Word’s spell check and thesaurus – the 
pros and cons 

3.4 Use relevant tools and resources to 

assist with spelling and grammar. 

Use of other online resources 

  



Page 31 of 124 

BMO SCQF L8 Dips Qual Spec Issue 1.0 Aug 2023 Copyright © EduQual 2023 

 

Learning Outcome 4: Understand the factors that affect the type of business document selected 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

4.1 Analyse how a range of audiences 

and purposes affects the writing. 

Analysing the audience based on: 

• Who is my audience – demoas? 

• What does my reader know about my subject? 

• What is my reader’s attitude toward my subject? 

• What are my reader’s needs in regard to my subject? 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Face to face discussions 

• Learner group 
discussions 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Group’s written 
submissions 

• Group’s oral presentations 
to class 
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List of Learner resources 

Textbooks 

• Canavor, N. (2022) Business Writing Today A Practical Guide (4th Edition) SAGE Publications. ISBN: 9781071895368 

• Raymond, C. (2022) Modern Business Writing Creative Media Partners, LLC. ISBN: 9781018288130 

Journals 

• Journal of Technical Writing and 
Communication 

https://journals.sagepub.com/home/jtw  

Websites 

• Best Practices for Business Writing https://www.thoughtco.com/what-is-business-writing-1689188  

• How to write a business report https://www.youtube.com/watch?v=GQYeDvtMydc  

• Tools and resources to assist with 
spelling and grammar 

https://owl.purdue.edu/owl/general_writing/grammar/index.html  

• What is effective professional writing? https://www.grammarly.com/business/learn/effective-professional-writing/  

 

https://journals.sagepub.com/home/jtw
https://www.thoughtco.com/what-is-business-writing-1689188
https://www.youtube.com/watch?v=GQYeDvtMydc
https://owl.purdue.edu/owl/general_writing/grammar/index.html
https://www.grammarly.com/business/learn/effective-professional-writing/
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Unit 3: Cost Accounting 

Unit Summary 

SCQF Level 7 

Credit Value 6 

Learning Time (hours) 60 

Organisation name EduQual Ltd. (Company Number 8913632) 

As part of (Award Title) Diploma in Business and Accounting (SCQF Level 8) 

Diploma in Project Management (SCQF Level 8) 

Diploma in Advanced Accountancy (SCQF Level 8) 

Unit purpose This Unit examines the concepts and procedures underlying the 

development of a cost accounting system for decision making, 

control, and performance reporting. Topics include classification 

of costs, cost accounting techniques; valuation of stock, 

absorption costing, marginal costing, activity-based costing, 

lifecycle costing, job and batch costing, standard costing, 

budgetary planning and control systems, cash budgets, ratio 

analysis and financial performance indicators.  

Delivery and Assessment This Unit will focus on the application and understanding of 

costing principles, classification of costs and decision-making in an 

organisation, and will allow students to identify, develop and 

demonstrate these techniques. 

Tuition and guidance should feature flexible approaches to 

delivering the Unit, which may include formal tuition sessions, 

whether face to face or online. 

Centres may wish to take account of issues such as attendance and 

participation, course work, presentations, exams or final 

assessments when building their assessment strategy, which must 

be approved by EduQual before use. 

Learning 

Outcome 
Formal input16 

Additional 

activities17 
Assessment18 

Total time 

(hours) 

1. 20 20 10 50 

2. 4 4 2 10 

Total time 

(hours) 
24 24 12 60 

SCQF credit points (hours / 10) 6 

 
16 e.g. contact time (hours) with tutor, acquisition of knowledge, understanding and skills 
17 e.g. developing practice, reflection, research/study time (hours) 
18 e.g. planning and completion of assessment tasks (hours) 
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Essential resources Essential resources for this Unit include access to experienced 

tutors and instructors in a safe and controlled environment. 

Unit Entry Requirements 
(if applicable) 

See Qualification Summary. 
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Learning Outcomes 

Learning Outcome 1: Understand cost accounting terminology, fundamental principles, classifications, generalisations 

and methods 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

1.1 Identify and calculate different 

types of costs (direct, indirect, 

variable, and fixed costs). 

Purposes of cost accounting 

Concepts of cost accounting 

Relationships between cost and financial accounting 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Notes 

• Face to face 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Question and answer 

1.2 Prepare inventory control 

procedures and apply different 

stock valuation techniques. 

Procedure and documentation for inventory ordering, 
receiving and issuing 

Inventory control procedures 

Valuation of stock (FIFO, LIFO, AVCO) 

Calculating reorder levels and reorder quantity 

Calculating order costs and holding costs 

1.3 Distinguish between various 

costing systems and application of 

costing methods to determine 

performance evaluation. 

Absorption and marginal costing 

Problems of overheads 

Overhead apportionment and absorption 

Marginal verses absorption costing in decision making 

Standard costing 

Definition and uses of standard costing 

Types of standard and their behavioural impact 

1.4 Plan and prepare cash budgets. The planning and control cycle 

The control process 

Budgetary planning and control systems 

The budget preparation timetable 

Cash budgets preparation 
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Learning Outcome 1: Understand cost accounting terminology, fundamental principles, classifications, generalisations 

and methods 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

1.5 Calculate financial performance 

measures. 

Financial performance measures, ratio analysis 

Commonly used financial performance indicators: gross 
profit /gross profit margin, net profit/net profit margin, 
working capital, operating cash flow, current ratio, debt-to-
equity ratio, quick ratio, inventory turnover, return on 
equity 

Concepts of economy, efficiency and effectiveness 

Other performance indicators (Balanced scorecard, SWOT) 
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Learning Outcome 2: Understand the relationship between costing and decision-making 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

2.1 Analyse the relationship between 

relevant costing methods and the 

contribution approach to decision 

making. 

Costs that are considered relevant in a decision-making 
process 

Various costing methods used to evaluate different 
scenarios when making decisions 

Potential decisions when there are limiting factors of 
production 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Face to face 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Application of the content 
in course work and final 
exam 
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List of Learner resources 

Textbooks 

• Datar, S., Rajan, M. and Horngren, C. (2017) Horngren's Cost Accounting: A Managerial Emphasis (16th edition) Pearson Education. 
ISBN: 9781292211541 

• Drury, C. (2017) Management and Cost Accounting. 10th Ed. Cengage Learning ISBN 9781473748873 

• Edmonds, T., Edmonds, C, Edmonds, M, and Olds, P. (2022) Fundamental Managerial Accounting Concepts. 10th Ed. Maidenhead: McGraw-Hill ISBN 
1265045920 

• Seal, W., Rhode, C., Garrison, R., and Noreen E., (2018) Management Accounting. 6th Ed. Maidenhead: McGraw-Hill ISBN 0077185536 

• Vanderbeck, E. and Mitchell, M. (2015) Principles of Cost Accounting (17th Edition) Cengage Learning. ISBN: 9781305087408 

• Weetman, P. (2019) Financial and Management Accounting: An Introduction. 8th Ed. Harlow: Pearson. ISBN 1292244419 

Journals 

• The Journal of Finance https://onlinelibrary.wiley.com/journal/15406261  

• Journal of Economics and Finance https://link.springer.com/journal/12197/volumes-and-issues 

• Review of Finance http://revfin.org/ 

Websites 

• Accounting basics https://www.accounting-basics-for-students.com/  

• Accounting coach https://www.accountingcoach.com/blog  

• Accounting dictionary https://www.itseducation.asia/dictionary/a.htm  

• Association of Chartered Certified 
Accountants 

https://www.accaglobal.com 

• Chartered Institute of Management 
Accountants 

https://www.cimaglobal.com 

 

https://onlinelibrary.wiley.com/journal/15406261
https://link.springer.com/journal/12197/volumes-and-issues
http://revfin.org/
https://www.accounting-basics-for-students.com/
https://www.accountingcoach.com/blog
https://www.itseducation.asia/dictionary/a.htm
https://www.accaglobal.com/
https://www.cimaglobal.com/
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Unit 4: Practical Accounting 

Unit Summary 

SCQF Level 7 

Credit Value 9 

Learning Time (hours) 90 

Organisation name EduQual Ltd. (Company Number 8913632) 

As part of (Award Title) Diploma in Business and Accounting (SCQF Level 8)  

Unit purpose This Unit will provide a foundational understanding of accounting 

and its importance within an organisation. It is designed to 

introduce Learners to basic accounting skills, which are applicable 

in a working accounting environment. It prepares Learners to 

enter an entry-level accounting position and begin work 

immediately. 

Delivery and Assessment This Unit will focus on the application of accounting principles in 

an organisation, and will allow Learners to identify, develop and 

demonstrate these techniques. 

Tuition and guidance should feature flexible approaches to 

delivering the Unit, which may include formal tuition sessions, 

whether face to face or online.  

Centres may wish to take account of issues such as attendance and 

participation, course work, presentations, exams or final 

assessments when building their assessment strategy, which must 

be approved by EduQual before use. 

Learning 

Outcome 
Formal input19 

Additional 

activities20 
Assessment21 

Total time 

(hours) 

1. 10 10 5 25 

2. 6 6 2 14 

3. 6 6 2 14 

4. 15 15 7 37 

Total time (hours) 37 37 16 90 

SCQF credit points (hours / 10) 9 

 
19 e.g. contact time (hours) with tutor, acquisition of knowledge, understanding and skills 
20 e.g. developing practice, reflection, research/study time (hours) 
21 e.g. planning and completion of assessment tasks (hours) 
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Essential resources Essential resources for this Unit include access to experienced 

tutors and instructors in a safe and controlled environment. 

Unit Entry Requirements 
(if applicable) 

See Qualification Summary. 
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Learning Outcomes 

Learning Outcome 1: Understand elements of practical accounting 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

1.1 Describe and explain the 

importance of the key functions of 

accounting. 

Accounting standards and how to apply them 

The accounting concepts and conventions  

Types of business entity – sole trader, partnership, limited 
liability company  

Understand the benefits of maintaining accounting records 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Face to face discussion  

• Practical activities using 
actual source of 
documents  

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner  

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Research assignment  

• Creating a chart to depict 
the accounting cycle  

• Scenario-based questions 
to reconcile a bank 
statement 

• Scenario-based question 
on fixed assets 

1.2 Analyse the accounting cycle and 

the rules that govern the double 

entry system in order to prepare 

financial statements. 

Steps to taken in order to prepare a financial statement, 
starting from the source of raw information and processing 
it to give the relevant final product 

1.3 Explain the importance of 

accounting for cash and 

reconciliation of bank statement. 

Main reasons for differences between the cash book and 
the bank statement; cash book errors and/or omissions 

Bank reconciliation statements; bank statement and cash 
book balances from given information; bank balance to be 
reported in the final accounts 

1.4 Explain the importance of 

maintaining tangible assets. 

The use of a non-current assets register, the difference 
between current and non-current assets 

The purpose of depreciation, calculating the charge for 
depreciation using straight line and reducing balance 
methods 

Ledger entries to record the acquisition and disposal of 
non-current assets asset, including the transfer of excess 
depreciation between the revaluation surplus and retained 
earnings 
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Learning Outcome 2: Examine the importance of recording business transactions in a systematic manner 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

2.1 Explain the use of Books of Prime 

Entry and the main purpose of the 

general ledger and how entries are 

recorded. 

The contents and purpose of different types of business 
documentation, including quotation, sales order, purchase 
order, goods received note; goods dispatched note, invoice 
and how it should be recorded in the relevant day books 

The main types of ledger accounts and books of prime 
entry, and understand their nature and function 

The concept of double entry accounting and the concept of 
duality 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Notes 

• Face to face discussion  

• Examples of actual 
books 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner  

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Learners will be given 
examples of source 
documents (invoices, 
purchase orders, debit 
notes, credit notes etc) to 
prepare the Day books 

• Learners will use the 
information given from 
Day books to prepare the 
control accounts 

2.2 Analyse the purpose of Control of 

Debtors (Receivable) and Creditors 

(Payable) accounts. 

Control accounts for accounts receivable and accounts 
payable, how control accounts relate to the double-entry 
system 

Control account reconciliations for accounts receivable and 
accounts payable 

Errors which could be highlighted by performing a control 
account reconciliation 
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Learning Outcome 3: Ascertain profit and loss of the business and depict financial position of the business providing 

accounting information to the interested parties 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

3.1 Prepare a Trial Balance and rectify 

errors. 

Purpose of a trial balance, extracting ledger balances into a 
trial balance, limitations of a trial balance 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Notes  

• Face to face discussion  

• Example of real-world 
experience 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner  

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Learners will use General 
Ledger balances to prepare 
the Trial Balance used in 
preparation of Financial 
Statement 

• Learners will use the Trial 
Balance to prepare the 
Financial Statement 

3.2 Prepare a set of financial 

statements from given data. 

The accounting equation, accounting treatment and 
business entity conventions; how these underlie the 
statements of financial position 

Set of financial statements: 

• Statement of financial position as at the end of the 
period 

• Statement of profit and loss and other comprehensive 
income for the period 

• Statement of changes in equity for the period 

• Statement of cash flows for the period 
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Learning Outcome 4: Understand technical aspect of the basic tax policies and theories required by the tax association 

board 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

4.1 Explain VAT regulations, calculation 

and preparation of VAT return 

forms. 

A review of the past as well as the current VAT laws and 
changes in VAT Rates 

Procedures, calculation and submission of a VAT return 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Notes 

• Case study  

• Face to face 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner  

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Computation of vat as well 
as a VAT Return Form will 
be filled out 

• National Insurance rates 
will be applied to a 
question. 

• Learners will be given 
several scenarios and 
asked to calculate the 
PAYE for the individual 

• Learners will be given a 
case scenario and will be 
required to fill out the 
necessary forms and 
schedules. 

4.2 Analyse National Insurance 

regulations and current rates.  

Laws and regulations surrounding National Insurance 

Review and understanding of the current National 
Insurance rates  

Application of the current National Insurance rates  
4.3 Calculate and prepare National 

Insurance contributions for 

employees and employers using 

given data. 

4.4 Calculate Pay As You Earn (PAYE) 

for employees using given data.  

The payroll system 

Calculation and understanding of the PAYE system 

Preparation of a payroll system 

4.5 Calculate and prepare emolument 

and non-emolument income 

earner tax returns using given data. 

Emolument and non-emolument income earner tax forms  

Schedules required 

Rates and current laws relating to each of the forms 
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List of Learner resources 

Textbooks 

• Carter, F. (2018) Practical Book-Keeping Franklin Classics. ISBN: 9780344271113 

• Harris, N. (2019) A Complete System of Practical Book-Keeping Creative Media Partners, LLC. ISBN: 9780469035614 

• Morrison, C. (2018) A Complete System Of Practical Book-keeping Creative Media Partners, LLC. ISBN: 9780343278328 

Journals 

• The Accounting Review https://www.jstor.org/journal/accountingreview  

• Journal of Accounting and Economics https://www.sciencedirect.com/journal/journal-of-accounting-and-economics/issues 

• Journal of Business Finance & Accounting https://onlinelibrary.wiley.com/journal/14685957 

Websites 

• ACCA Opentuition https://opentuition.com/acca/  

• Corporate Finance Institute https://corporatefinanceinstitute.com/  

• Ministry Of Finance, Inland Revenue 
Division 

https://www.ird.gov.tt/  

 

https://www.jstor.org/journal/accountingreview
https://www.sciencedirect.com/journal/journal-of-accounting-and-economics/issues
https://opentuition.com/acca/
https://corporatefinanceinstitute.com/
https://www.ird.gov.tt/
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Unit 5: Law 

Unit Summary 

SCQF Level 7 

Credit Value 7 

Learning Time (hours) 60 

Organisation name EduQual Ltd. (Company Number 8913632) 

As part of (Award Title) Diploma in Business and Accounting (SCQF Level 8)  

Diploma in Human Resource Management (SCQF Level 8) 

Diploma in Project Management (SCQF Level 8) 

Unit purpose This Unit is designed as an introduction to the core legal 

frameworks surrounding the most fundamental areas of law. 

Learners would be given an expansive overview of the various 

theories and applications of law and will gain pronounced insight 

into the different concepts, terminology, processes and practices 

that arise from the application of law, both locally and 

internationally.  

This Unit will provide the vital background for appreciating how 

the law governs every aspect of our lives through establishing 

standards, maintaining order, resolving disputes and protecting 

liberties and rights. The intensive program will help Learners gain 

excellent analytical skills by encouraging them to think critically to 

readily comprehend a large volume of information and would be 

an ideal start to any potential law Learner. 

Delivery and Assessment This Unit will focus on the application of legal principles to 

different scenarios in the real world, and will allow Learners to 

identify, develop and demonstrate these techniques. 

Tuition and guidance should feature flexible approaches to 

delivering the Unit, which may include formal tuition sessions, 

whether face to face or online.  

Centres may wish to take account of issues such as attendance and 

participation, course work, presentations, exams or final 

assessments when building their assessment strategy, which must 

be approved by EduQual before use. 
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Learning 

Outcome 
Formal input22 

Additional 

activities23 
Assessment24 

Total time 

(hours) 

1. 7 2 1 10 

2. 30 12 7 50 

Total time 

(hours) 
36 14 8 60 

SCQF credit points (hours / 10) 6 

Essential resources Essential resources for this Unit include access to experienced 

tutors and instructors in a safe and controlled environment. 

Unit Entry Requirements 
(if applicable) 

See Qualification Summary. 

 

 
22 e.g. contact time (hours) with tutor, acquisition of knowledge, understanding and skills 
23 e.g. developing practice, reflection, research/study time (hours) 
24 e.g. planning and completion of assessment tasks (hours) 
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Learning Outcomes 

Learning Outcome 1: Develop knowledge and understanding of the different areas in law 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

1.1 Describe and illustrate with 

examples the different areas of 

law. 

Origin of laws and its importance in relation to our daily 
lives 

The rule of law and natural justice; the principles of natural 
justice 

Similarities and differences between public law and private 
law; and between criminal law and civil law 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Face to face 
presentation/discussion  

• Case studies 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner  

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Research assignments  
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Learning Outcome 2: Understand the application and functions of national laws in relation to daily lives 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

2.1 Analyse using examples national 

laws as they relate to daily private, 

professional and business life. 

Different areas of law that govern daily lives such as: 

• Land law 

• Family law 

• Criminal law 

• Contract law 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Face to face 
presentation/discussion  

• Case studies 

• Group discussions 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner  

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Weekly assessments – 
quizzes 

• Research papers 

• Reflection papers/ 
exercises 

2.2 Critically analyse and explain the 

functions and procedures of a 

national legal system. 

2.3 Describe and illustrate with 

examples national court systems. 

Procedures of the different national Courts and the 
allocation of matters heard at the respective courts 

2.4 Describe and illustrate with 

examples different methods of 

solving legal problems. 

Different methods and procedures of alternate dispute 
resolution available to parties in settling disputes out of 
court 

2.5 Interpret situations which require 

legal input and contribute 

meaningfully to these situations. 

Scope and application of the laws that apply to each area of 
life 
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List of Learner resources 

Textbooks 

NOTE: textbooks will vary according to the host nation of the EduQual Centre. Centres must seek their own supporting textbooks, focusing on the following 
areas: 

• Employment and labour law 

• Public law 

• Tort law 

• Contract law 

• Land law 

• Criminal law 
Centres should contact EduQual for guidance if required. 

Websites 

• LexisNexis https://www.lexisnexis.com/  

• WestLaw – legal research  https://legal.thomsonreuters.com/en/westlaw  

Other 

Other laws, including but not limited to the following areas:  

• Matrimonial Proceedings and Property  

• Adoption of Children  

• Wills and Probate  

• Copyright  

• Industrial Relations  

• Minimum Wages  

• Occupational Health and Safety  
Centres should contact EduQual for guidance if required. 

 

https://www.lexisnexis.com/
https://legal.thomsonreuters.com/en/westlaw
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Unit 6: Human Resource Management 

Unit Summary 

SCQF Level 8 

Credit Value 12 

Learning Time (hours) 120 

Organisation name EduQual Ltd. (Company Number 8913632) 

As part of (Award Title) Diploma in Business and Accounting (SCQF Level 8) 

Diploma in Human Resource Management (SCQF Level 8) 

Unit purpose This course will be able to provide a foundational understanding 

of Human Resource Management (HRM) and its importance 

within an organisation. We live in a world characterised by rapid 

change, globalisation, and diversity. HRM will offer insights into 

the importance of the key functional HRM areas to organisational 

success. It will also provide guidance for potential HR professionals 

and managers in how to create an ethical and healthy work 

climate. 

This course will introduce Learners to the dynamic and diverse 

field of HRM so that they may develop a solid understanding of 

the main HRM functions – manpower planning; recruitment and 

selection; orientation, training and development; performance 

management; compensation management; and employee 

relations. 

Delivery and Assessment This Unit will focus on the application of human resource 

management principles in an organisation, and will allow Learners 

to identify, develop and demonstrate these techniques. 

Tuition and guidance should feature flexible approaches to 

delivering the Unit, which may include formal tuition sessions, 

whether face to face or online. 

Centres may wish to take account of issues such as attendance and 

participation, course work, presentations, exams or final 

assessments when building their assessment strategy, which must 

be approved by EduQual before use. 
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Learning 

Outcome 
Formal input25 

Additional 

activities26 
Assessment27 

Total time 

(hours) 

1. 16 7 4 27 

2. 12 5 4 21 

3. 10 5 3 18 

4. 16 7 4 27 

5. 16 7 4 27 

Total time 

(hours) 
76 28 16 120 

SCQF credit points (hours / 10) 12 

Essential resources Essential resources for this Unit include access to experienced 

tutors and instructors in a safe and controlled environment. 

Unit Entry Requirements 
(if applicable) 

See Qualification Summary. 

 

 
25 e.g. contact time (hours) with tutor, acquisition of knowledge, understanding and skills 
26 e.g. developing practice, reflection, research/study time (hours) 
27 e.g. planning and completion of assessment tasks (hours) 
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Learning Outcomes 

Learning Outcome 1: Understand the importance of the key functions of HRM 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

1.1 Define HRM and how it contributes 

to the organisation’s performance. 

Various HRM roles and functions including selecting and 
recruiting employees, training employees, managing 
employees 

Advantages and disadvantages of ways to eliminate labour 
surplus and avoid a labour shortage, labour demand for 
workers in various job categories, sources of job applicants 

Supervisor’s role: e.g. managing workflow, training new 
hires, creating and managing team schedules, reporting to 
HR and senior management, evaluating performance and 
providing feedback, identifying and applying career 
advancement opportunities, helping to resolve employee 
issues and disputes 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Face to face discussions 

• PowerPoint 
Presentation 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Case studies 

1.2 Explain the roles and 

responsibilities of the HR 

department and the skills required 

for that department. 

1.3 Analyse the supervisor’s role in the 

organisation. 

1.4 Explain the various functions of an 

HRM Department and its 

importance. 
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Learning Outcome 2: Examine the strategic and administrative roles that the HR function plays in an organization 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

2.1 Plan for human resources. Acquiring and preparing human resources, the elements of 
selection process and ways to measure success of selection 
method; government’s requirements for employee 
selection; common methods used for selecting HR, major 
types of employment tests; how to conduct effective 
interviews 

Hiring and retaining employees who provide a core 
competency; building an HR strategy to determine whether 
the employees needed will contribute directly to the 
organisation’s success 

Recruitment policies that organisations use to make job 
vacancies more attractive, such as image advertising, 
internal recruiting, leading the market pay strategies and 
due process policies about employee rights 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Face to face discussions 

• PowerPoint 
presentations 

• Video presentations 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Group presentations 

2.2 Recruit human resources. 

2.3 Explain how to select employees 

and place them in job roles. 
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Learning Outcome 3: Explore the current and future challenges facing HR practitioners 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

3.1 Critically analyse current 

challenges facing HRM and 

compare them to potential future 

challenges. 

Challenges being faced currently, for example workplace 
diversity, recruiting and retaining talented employees, 
compensation and benefits package, adapting to 
innovation, management changes, training and 
development and compliance with laws and regulations 
within organisations 

Future challenges that will occur within the HR department 
such as the increasing popularity of social media when 
seeking out employees, globalisation as it refers to selecting 
and training hr in global labour markets, how the growth in 
international business activity affects HRM, factors that 
influence HRM in international markets, challenges related 
to compensating employees from other countries 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Face to face discussions 

• PowerPoint 
presentations 

• Video presentations 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Group presentations 

3.2 Assess appropriate methods in 

managing human resources 

globally. 
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Learning Outcome 4: Examine the policies, theories and strategies used by practitioners to address contemporary HR 

issues 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

4.1 Explain how to utilise valuable 

resource to the best advantage. 

Managing employees’ performance through activities 
involved in performance management; purposes, criteria 
and methods for measuring effectiveness of performance 
management systems, sources of performance information 
in terms of their advantages and disadvantages, types of 
rating errors and how to minimise them 

How development is related to training and careers, 
methods used for employee development, how 
organisations use assessment of personality type, work 
behaviours, and job performance to plan employee 
development, how job experiences can be used for 
developing skills 

Decisions involved in establishing a pay structure along with 
the legal requirements for pay policies 

How economic forces influence decisions about pay, how 
employees evaluate the fairness of a pay structure 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Face to face discussions 

• PowerPoint 
presentations 

• Video presentations 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Group presentations 

4.2 Assess performance and show how 

to develop employees. 

4.3 Be able to develop employees for 

future success. 

4.4 Explain the process of 

compensation of human resources. 

  



Page 57 of 124 

BMO SCQF L8 Dips Qual Spec Issue 1.0 Aug 2023 Copyright © EduQual 2023 

 

Learning Outcome 5: Balance the needs of the organization with those of the employees 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

5.1 Explain how to separate and retain 

employees. 

Voluntary and involuntary turnover, their effects on an 
organisation, how employees determine whether the 
organisation treats them fairly 

Legal requirements for employee discipline; ways to fairly 
discipline employees, how dissatisfaction affects employee 
behaviour. how organisations contribute to employees’ job 
satisfaction and retain key employees 

Unions and labour relations’ role in organisations, labour 
relations goals of management, labour unions, and society, 
laws and regulations that affect labour relations, union 
organising process, how management and unions negotiate 
contracts, practice of contract administration, cooperative 
approaches to labour-management relations 

Equal employment in the workplace, ways employers can 
avoid illegal discrimination and provide reasonable 
accommodation, sexual harassment and how employers 
prevent it, employer’s duties and role, ways employers 
promote worker safety and health 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Face to face discussions 

• PowerPoint 
presentation 

• Videos 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Final assessment 

5.2 Analyse ways to meet other HR 

goals. 

5.3 Explain how to provide equal 

employment opportunities and a 

safe workplace. 
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List of Learner resources 

Textbooks 

• Gomez-Mejia, L., Balkin, D. and Cardy, R. (2019) Managing Human Resources, 8th Edition Pearson Education. ISBN: 9780135982839 

• Noe, R., Hollenbeck, J., Gerhart, B. and Wright, P (2021) Fundamentals of Human Resource Management (9th Edition) McGraw-Hill. 
ISBN: 9781266107931 

• Zeuch, M. (2016) Handbook of Human Resources Management, Springer Berlin Heidelberg. ISBN: 9783662441534 

Journals 

• Elsevier  https://www.elsevier.com/ 

• Research Gate  https://www.researchgate.net/  

• Harvard Business Review https://hbr.org/  

Websites 

• HR Guide https://hr-guide.com/  

• Society for Human Resource Management https://shrm.org/  

• TLNT – Talent Management and HR https://www.tlnt.com/  

 

https://www.elsevier.com/
https://www.researchgate.net/
https://hbr.org/
https://hr-guide.com/
https://shrm.org/
https://www.tlnt.com/
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Unit 7: Supervisory Management 

Unit Summary 

SCQF Level 8 

Credit Value 12 

Learning Time (hours) 120 

Organisation name EduQual Ltd. (Company Number 8913632) 

As part of (Award Title) Diploma in Human Resource Management (SCQF Level 8) 

Diploma in Project Management (SCQF Level 8) 

Diploma in Advanced Accountancy (SCQF Level 8) 

Unit purpose The Unit is intended to provide the Learner with a broad, 

integrative introduction to the theory and functions of supervisory 

management. It treats with the concepts, principles, approaches 

and practices of supervisory management in the context of rapid 

changes and globalisation. As future managers, this course will 

prepare Learners for managing in organisations bound by specific 

rules and regulations, policies and procedures, which ensure that 

the primary mandate, the attainment of organisational goals, 

becomes a reality. The concepts in this course challenge the 

Learner to become a more profound thinker, who is able to 

objectively and critically assess situations, ask tough questions, 

solve problems, anticipate change and pro-actively implement 

solutions to meet challenges arising from a range of situations.  

Delivery and Assessment This Unit will focus on the application of supervisory management 

principles to different scenarios in the real world, and will allow 

Learners to identify, develop and demonstrate these techniques. 

Tuition and guidance should feature flexible approaches to 

delivering the Unit, which may include formal tuition sessions, 

whether face to face or online. 

Centres may wish to take account of issues such as attendance and 

participation, course work, presentations, exams or final 

assessments when building their assessment strategy, which must 

be approved by EduQual before use. 
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Learning 

Outcome 
Formal input28 

Additional 

activities29 
Assessment30 

Total time 

(hours) 

1. 10 4 2 16 

2. 10 4 2 16 

3. 10 4 2 16 

4. 17 7 4 28 

5. 17 7 4 28 

6. 6 2 1 9 

7. 4 2 1 7 

Total time 

(hours) 
74 30 16 120 

SCQF credit points (hours / 10) 12 

Essential resources Essential resources for this Unit include access to experienced 

tutors and instructors in a safe and controlled environment. 

Unit Entry Requirements 
(if applicable) 

See Qualification Summary. 

 

 
28 e.g. contact time (hours) with tutor, acquisition of knowledge, understanding and skills 
29 e.g. developing practice, reflection, research/study time (hours) 
30 e.g. planning and completion of assessment tasks (hours) 
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Learning Outcomes 

Learning Outcome 1: Explain the strategic and administrative roles that supervisors play in an organisation 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

1.1 Describe a supervisor and his/her 

role in the organisation. 

Definition of who is considered a supervisor: anyone who 
oversees a team to ensure they are performing tasks 
effectively 

The various roles that he/she plays within the organisation 
e.g. manager, mediator, counsellor and planner 

The supervisor’s strategic role in improving organisational 
performance 

How supervisors can use HR to create levers to influence 
how workers focus their energy and select workers with 
skills and interests aligned with the company’s goals 

Administrative roles and functions of supervisors in an 
organisation e.g. scheduling work hours and shifts, 
coordinating job rotation and cross-training, providing real-
time feedback on worker performance, providing reports 
and activity updates to management 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Lectures 

• Classroom Discussions 

• PowerPoint 
Presentation 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• In class activity – work 
sheets 

1.2 Analyse the strategic role 

supervisors play in an organisation. 

1.3 Outline the administrative role 

supervisors play in an organisation. 
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Learning Outcome 2: Outline the policies, theories and strategies used by practitioners to address contemporary 

employee issues 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

2.1 Discuss how policies address 

employee issues. 

Ways to deal with employee problems: excessive 
complaining, laziness, hostility, and over-dependence 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Lectures 

• Classroom discussions 

• PowerPoint 
presentation 

• Video presentation 

• Group discussion 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• In class activity – role play 

2.2 Explain the theories used by 

practitioners to address 

contemporary employee issues. 

Popular management theories: 

• Scientific Theory (Frederick W. Taylor) 

• Administrative Theory (Henri Fayol) 

• Bureaucratic Theory (Max Weber) 

• Human Relations Theory (Elton Mayo). 

2.3 Critically evaluate the strategies 

used by practitioners to address 

contemporary employee issues. 

Strategies to deal with common 
situations/problems/challenges supervisors face when 
addressing employee issues and concerns 
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Learning Outcome 3: Explain the roles, functions and required skills of supervisors 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

3.1 Explain the roles and 

responsibilities of a supervisor. 

Roles, such as mentor, coach, counsellor and advocate of 
the employee; responsibilities, such as resolving issues, 
analysing productivity, coordinating training and rotation of 
employees 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Lectures 

• Classroom discussions 

• PowerPoint 
presentation 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• In class activity – work 
sheets 

3.2 Explain the required skills of a 

supervisor. 

Job skills and people skills required to be and effective 
supervisor 

3.3 Critically analyse the issues 

involved in progression for 

supervisors. 

Issues essential to the progression of supervisors, such as 
establishing trust and credibility, confidentiality and 
appropriate training 
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Learning Outcome 4: Examine different elements of change in an organisation and how these should be managed 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

4.1 Describe external factors that 

affect change in an organisation. 

External factors: political, economic, social, technical, 
environmental, legal (PESTEL)  

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Lectures 

• Classroom discussions 

• PowerPoint 
presentation 

• Group discussion 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Case study 

4.2 Describe internal factors that affect 

change in an organisation. 

Internal factors: strengths, weaknesses, opportunities, 
threats (SWOT)  

4.3 Explain how change can be 

managed in an organisation. 

For example. Lewin’s Change Management Model, Kotter’s 
8-Step Change Model; ADKAR model; other change 
management strategies 

4.4 Describe ways to support change. The roles of the communicator, advocate, coach, liaison 
officer and resistance manager in supporting and 
promoting change 

4.5 Evaluate ways to get employees to 

buy into change. 

Techniques such as breaking the change into smaller pieces, 
addressing employees concern, giving genuine and accurate 
information; other ways to create buy in to change 
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Learning Outcome 5: Understand the roles and relationships between managers, leaders and supervisors  

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

5.1 Analyse the qualities of a good 

leader. 

Essential qualities of a good leader: for example honesty, 
integrity, confidence, empathetic, good decision-making 
skills  

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Lectures 

• Classroom discussions 

• PowerPoint 
presentation 

• Video presentation 

• Group discussion 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Case study 

5.2 Distinguish between leaders and 

managers. 

Leadership focus on long term vision, take risks, shaping the 
culture 

Management focus on short term vision, minimising risks, 
endorsing the culture  

5.3 Critically evaluate different 

leadership styles. 

Styles of leadership: e.g. autocratic, democratic, laissez 
faire, transformational, visionary, transactional; other types 
of leadership styles 

5.4 Assess the impact of different 

types of power. 

Types of power, e.g. coercive, reward, legitimate, referent 

5.5 Analyse how a supervisor can 

motivate employees. 

Types of motivation, e.g. intrinsic and extrinsic, ways to 
motivate employees; common misconceptions about 
motivation; ways to make motivation a habit 
(the three R’s – reminder, routine, reward); the Goldilocks 
rule in motivation; ways to stay motivated for long term 
goals and things the Learner can do when the Learner no 
longer feels motivated 
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Learning Outcome 6: Apply management theory, principles and concepts to contemporary organisational contexts and 

business situations 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

6.1 Discuss contrasting management 

theories and principles that are 

applicable to modern day 

organisations. 

Contemporary management: a modern approach to 
overseeing a business and involves activities like planning, 
decision-making and monitoring 

Peter Senge’s five (5) converging disciplines: 

• Personal mastery 

• Mental models 

• Shared vision 

• Team learning 

• Systems thinking 

Management theories and principles, e.g. chaos theory, 
contingency theory, system theory, theory X and Y (which 
addresses management strategies for motivating the 
employees) 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Lectures 

• Classroom discussions 

• PowerPoint 
presentation 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Research assignment 

6.2 Analyse management concepts, 

best practice and critical thinking 

skills to deal with business 

situations.  

Best practices in business: engage workers, reward effort, 
stay committed, create cultural cohesiveness, focus team 
effort, and hold regular meetings 

Building critical thinking skills; name the situation, list all 
possible solutions, narrow solutions to three options, 
choose one option from the three choices, put a plan in 
place to implement the chosen solution and complete the 
plan 
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Learning Outcome 7: Understand the competencies required to successfully manage a business 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

7.1 Outline the competencies required 

to successfully manage a business. 

Competencies required to be a great manager: e.g. 
communication, delegation, motivating others, organising 
and task management, patience, building effective teams 
and self-development 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Lectures 

• Classroom discussions 

• PowerPoint 
presentation 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• In class activity – work 
sheet 
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List of Learner resources 

Textbooks 

• Durst, M. (2022) Building Your Leadership Toolbox Bublish. ISBN: 9781647045999 

• Evans, D. (2004). Supervisory Management: Principles and Practice, Fifth Edition Cengage Learning. ISBN: 9780826457332 

• Mosley, D. and Pietri, H. (2014) Supervisory Management The Art of Inspiring, Empowering, and Developing People Cengage Learning South-
Western. ISBN: 9781285063003 

Journals 

• Academy of Management Journal https://aom.org/research/journals/journal  

• Supervisory Management: Journal of the 
Institute of Supervisory Management 

https://catalogue.nla.gov.au/Record/1385037  

Websites 

• Decision-making process https://www.umassd.edu/fycm/decision-making/process/  

• Designing a High-Performance Work 
System 

https://open.lib.umn.edu/principlesmanagement/chapter/16-7-designing-a-high-performance-work-

system/  

• French and Raven's Five Forms of Power https://www.mindtools.com/abwzix3/french-and-ravens-five-forms-of-power  

• Managing Organisational Change https://www.inc.com/encyclopedia/managing-organizational-change.html  

• Motivation: The Scientific Guide on How 
to Get and Stay Motivated 

https://jamesclear.com/motivation  

• Understanding Conflict In The Workplace https://edis.ifas.ufl.edu/publication/hr024  

 

https://aom.org/research/journals/journal
https://catalogue.nla.gov.au/Record/1385037
https://www.umassd.edu/fycm/decision-making/process/
https://open.lib.umn.edu/principlesmanagement/chapter/16-7-designing-a-high-performance-work-system/
https://open.lib.umn.edu/principlesmanagement/chapter/16-7-designing-a-high-performance-work-system/
https://www.mindtools.com/abwzix3/french-and-ravens-five-forms-of-power
https://www.inc.com/encyclopedia/managing-organizational-change.html
https://jamesclear.com/motivation
https://edis.ifas.ufl.edu/publication/hr024
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Unit 8: Labour Management 

Unit Summary 

SCQF Level 8 

Credit Value 3 

Learning Time (hours) 30 

Organisation name EduQual Ltd. (Company Number 8913632) 

As part of (Award Title) Diploma in Human Resource Management (SCQF Level 8) 

Unit purpose This Unit provides a strong framework of knowledge to help 

Learners gain a clear understanding of the relationship between 

management and labour organisations and aims to equip Learners 

with a clear perspective of industrial relations and collective 

bargaining. Learners would be briefed on various labour laws and 

the various processes to settle unresolved disputes and other 

matters which arise between employers and trade unions. 

Learners would gain knowledge not just related to the evolution 

of labour-management relations, but also about why maintaining 

a resilient, productive working bond between labour and 

management is mutually advantageous to all parties. 

Delivery and Assessment This Unit will focus on the application of labour management 

principles in an organisation, and will allow Learners to identify, 

develop and demonstrate these techniques. 

Tuition and guidance should feature flexible approaches to 

delivering the Unit, which may include formal tuition sessions, 

whether face to face or online. 

Centres may wish to take account of issues such as attendance and 

participation, course work, presentations, exams or final 

assessments when building their assessment strategy, which must 

be approved by EduQual before use. 

Learning 

Outcome 
Formal input31 

Additional 

activities32 
Assessment33 

Total time 

(hours) 

1. 15 5 3 23 

2. 4 2 1 7 

Total time 

(hours) 
19 7 4 30 

SCQF credit points (hours / 10) 3 

 
31 e.g. contact time (hours) with tutor, acquisition of knowledge, understanding and skills 
32 e.g. developing practice, reflection, research/study time (hours) 
33 e.g. planning and completion of assessment tasks (hours) 
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Essential resources Essential resources for this Unit include access to experienced 

tutors and instructors in a safe and controlled environment. 

Unit Entry Requirements 
(if applicable) 

See Qualification Summary. 
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Learning Outcomes 

Learning Outcome 1: Understand the industrial environment and the application of industrial relations practices and 

procedures  

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

1.1 Explain the origins and importance 

of industrial relations. 

History of industrial unrest between labour and 
management, evolution of trade unions to improve 
relations between labour and management 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• PowerPoint 
presentation 

• Group discussions 

• Handouts 

• Role play 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Worksheets 

• Research Assignments 

1.2 Discuss various acts and agencies 

related to the relationship 

between labour and management. 

1.3 Classify unfair labour practices as 

initiated by an employer or a 

labour organisation. 

Unfair labour practices by the employer in relation to 
employees under both contract employment and 
permanent employment 

1.4 Discuss the collective bargaining 

process including negotiations, 

outcomes, and memorandums of 

understanding. 

Methods and procedures used in the collective bargaining 
process between the trade union and employer 

1.5 Critically assess how labour 

relations Units, supervisors, and 

union representatives implement a 

collective bargaining agreement. 

Implementation of collective agreements in the workplace 

1.6 Explain how a grievance is 

generated and processed. 

Definition and comparison of grievances; different types of 
grievance in the workplace 

The process by which a grievance is initiated 
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Learning Outcome 2: Examine the various legislations related to the relationship between labour and management 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

2.1 Discuss national labour laws. Labour laws, including: 

• Industrial relations  

• Maternity protection  

• Minimum wages  

• Occupational safety and health act  

Content of various labour laws which regulates the rights 
and responsibilities of both labour and management in the 
workplace 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• PowerPoint 
presentation 

• Group discussions 

• Handouts 

• Role play 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Worksheets 

• Research Assignments 

2.2 Critically evaluate alternative 

dispute resolution techniques and 

the appeals process. 

Different techniques of alternate dispute resolution 
available to parties in settling disputes between labour and 
management 
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List of Learner resources 

Textbooks 

ww 
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Unit 9: Using MS Project & Visio 

Unit Summary 

SCQF Level 7 

Credit Value 12 

Learning Time (hours) 120 

Organisation name EduQual Ltd. (Company Number 8913632) 

As part of (Award Title) Diploma in Project Management (SCQF Level 8) 

Unit purpose This Unit is based on the latest versions of MS Visio and Project.  It 

is designed to impart basic knowledge of the MS Project 

application up to the level of optimising, base lining, reporting, 

and Expected Monetary Value (EMV) techniques in the context of 

dynamic scheduling supported by practical exercises in the 

computer lab. Access to tutorials and the program is given and 

basic schedules will be created. The progress depends heavily on 

the time invested by Learners outside of class as well as the level 

of course prerequisites. 

Microsoft Visio is used to create simple or complicated diagrams. 

It offers a wide variety of built-in shapes, objects, and stencils to 

work with and the Learner has the option to create their own 

shapes. 

Learners will be able to create organisational and flow charts, MS 

Project files, develop schedules with the pertinent project 

information, maintain the same and report to other stakeholders 

in an efficient and effective manner. Emphasis is therefore on 

using the dynamic approach, exercising continuous controls to 

ensure required accuracy, as well as the sharing of experiences 

and tips. 
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Delivery and Assessment This Unit will focus on the application of project management 

principles in an organisation, and will allow Learners to identify, 

develop and demonstrate these techniques. 

Tuition and guidance should feature flexible approaches to 

delivering the Unit, which may include formal tuition sessions, 

whether face to face or online. 

Centres may wish to take account of issues such as attendance and 

participation, course work, presentations, exams or final 

assessments when building their assessment strategy, which must 

be approved by EduQual before use. 

Learning 

Outcome 
Formal input34 

Additional 

activities35 
Assessment36 

Total time 

(hours) 

1. 30 12 8 50 

2. 22 8 5 35 

3. 22 8 5 35 

Total time 

(hours) 
74 28 18 120 

SCQF credit points (hours / 10) 12 

Essential resources Essential resources for this Unit include access to experienced 

tutors and instructors in a safe and controlled environment. 

Unit Entry Requirements 
(if applicable) 

See Qualification Summary. 

 
34 e.g. contact time (hours) with tutor, acquisition of knowledge, understanding and skills 
35 e.g. developing practice, reflection, research/study time (hours) 
36 e.g. planning and completion of assessment tasks (hours) 
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Learning Outcomes 

Learning Outcome 1: Plan a project using Microsoft Project and Visio 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

1.1 Assess different types of projects 

and be able to construct a project 

schedule using Microsoft Project 

and Visio. 

Types of projects schedules; skills, knowledge, techniques 
and tools needed to demonstrate impact upon completion 

 Identifying strengths and weaknesses in terms of context, 
carefully selecting and using self-assessment tools, 
consulting qualified, trusted individuals, self-assessment, 
repeat the process and re-assess 

Managing own self - demonstration of emotional 
intelligence and organising and managing self while taking 
account of the needs and priorities of others under their 
care/purview in completing objectives 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Face to face discussions 

• Video presentation 

• Case studies 

• Practical computer 
demonstrations 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• A project schedule 

• Completed flow charts 

1.2 Draw different types of flow and 

organisational charts using 

Microsoft Visio. 

1.3 Evaluate own strengths and 

limitations, the impact of own 

judgement and behaviour towards 

creating project schedules. 

1.4 Be reliable in meeting own 

responsibilities and commitments 

to consistently high standards of 

control for project schedule 

documentation. 

1.5 Communicate complex information 

to relevant stakeholders at 

required times or on demand. 

1.6 Explain the impact of technology in 

using Microsoft Project and Visio. 
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Learning Outcome 2: Review and revise a project plan 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

2.1 Analyse and act on feedback from 

a variety of sources to improve the 

project plan. 

Using critical thinking while accepting feedback from all 
stakeholders; applying knowledge to the situation, making 
relevant changes accordingly 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Face to face discussions 

• Video presentation 

• Case studies 

• Activities 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• A project schedule 

• Completed flow charts 

2.2 Actively seek opportunities and 

challenges for personal learning 

and development. 

2.3 Acknowledge mistakes and treat 

them as learning opportunities, 

using them as building blocks for 

continuous improvement. 

2.4 Improve own behaviour in the light 

of feedback and self-reflection. 
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Learning Outcome 3: Consider ethical issues related to project planning 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

3.1 Critically analyse the common 

ethical principles applicable to the 

project environment. 

Acting with integrity 

Using the ethical principles, for example truthfulness, 
confidentiality, autonomy and informed consent 

Communicating effectively with individuals, appreciating 
their social, cultural, religious and ethnic backgrounds and 
their age, gender and abilities, value, respect and promote 
equality and diversity 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Face to face discussions 

• Video presentation 

• Case studies 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

3.2 Analyse own emotions and 

prejudices, and how these can 

affect own judgment and 

behaviours ethically. 

3.3 Demonstrate respect for culture, 

beliefs and abilities of individuals 

taking into account the values of 

the organisation. 

3.4 Take appropriate action if ethics 

and values are compromised. 
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List of Learner resources 

Textbooks 

• Steed, A. (2021) PMBOK Guide: A Guide to the Project Management Body of Knowledge (PMBOK® Guide) (7th Edition) Independently published. 
ISBN: 9798547046247 

• Lewis, C., Chatfield, C. and Johnson, T. (2019) Microsoft Project 2019 Step by Step Pearson Education. ISBN: 9781509307425 

• Helmers, S. (2016) Microsoft Visio 2016 Step by Step - Practice Files Pearson Education. ISBN: 9780735697805 

Journals 

• Academic and research journal of the 
Project Management Institute 

https://journals.sagepub.com/home/pmx  

• International Research Journal of 
Engineering and Technology (IRJET) 

https://www.irjet.net/  

• Journal of Modern Project Management https://journalmodernpm.com/  

Websites 

• Microsoft Project as a Risk Management 
Tool 

https://www.igi-global.com/article/microsoft-project-risk-management-tool/67375  

• Support of Project Management Methods 
by Project Management Information 
System 

https://www.sciencedirect.com/science/article/pii/S1877042815056803 

• MS Project https://www.microsoft.com/en-gb/microsoft-365/project/project-management-software  

• MS Visio https://www.microsoft.com/en-gb/microsoft-365/visio/flowchart-software  

https://journals.sagepub.com/home/pmx
https://www.irjet.net/
https://journalmodernpm.com/
https://www.igi-global.com/article/microsoft-project-risk-management-tool/67375
https://www.sciencedirect.com/science/article/pii/S1877042815056803
https://www.microsoft.com/en-gb/microsoft-365/project/project-management-software
https://www.microsoft.com/en-gb/microsoft-365/visio/flowchart-software
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 Unit 10: Project Management 

Unit Summary 

SCQF Level 8 

Credit Value 12 

Learning Time (hours) 120 

Organisation name EduQual Ltd. (Company Number 8913632) 

As part of (Award Title) Diploma in Project Management (SCQF Level 8) 

Unit purpose This Unit is intended to provide Learners with a working 

knowledge and foundation of project management, its processes 

and how the field of study can positively impact life personally and 

professionally. 

This Unit provides opportunities for Learners to improve and 

develop their project assessment and execution skills so they can 

become more effective in managing different types of projects. It 

focuses on individual and group development and is based on the 

belief that individuals can expand their project skills; they can 

learn, grow, change and adopt within their respective work 

environment. 

Delivery and Assessment This Unit will focus on the application of project management 

principles in an organisation, and will allow Learners to identify, 

develop and demonstrate these techniques. 

Tuition and guidance should feature flexible approaches to 

delivering the Unit, which may include formal tuition sessions, 

whether face to face or online. 

Centres may wish to take account of issues such as attendance and 

participation, course work, presentations, exams or final 

assessments when building their assessment strategy, which must 

be approved by EduQual before use. 
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Learning 

Outcome 
Formal input37 

Additional 

activities38 
Assessment39 

Total time 

(hours) 

1. 24 10 6 40 

2. 24 10 6 40 

3. 24 10 6 40 

Total time 

(hours) 
72 30 18 120 

SCQF credit points (hours / 10) 12 

Essential resources Essential resources for this Unit include access to experienced 

tutors and instructors in a safe and controlled environment. 

Unit Entry Requirements 
(if applicable) 

See Qualification Summary. 

 

 
37 e.g. contact time (hours) with tutor, acquisition of knowledge, understanding and skills 
38 e.g. developing practice, reflection, research/study time (hours) 
39 e.g. planning and completion of assessment tasks (hours) 
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Learning Outcomes 

Learning Outcome 1: Understand project planning 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

1.1 Define and describe projects and 

their strengths. 

Types of projects, e.g. easy/complicated; 
public/private/mixed; departmental/internal/ 
matriarchal/external; different skills, knowledge, 
techniques and tools to demonstrate the impact upon 
completion 

Developing self-awareness – becoming aware of personal 
values, principles and assumptions that impact leadership 
capacity 

Managing self 

Demonstration of emotional Intelligence and organising 
and managing self while taking account of the needs and 
priorities of others under their care/purview in completing 
objectives 

Communicating the philosophy/vision and inspiring towards 
a common model of excellence 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Face to face discussions 

• Video presentation 

• Case studies 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

1.2 Distinguish between groups and 

teams and identify their dynamics 

in organisations. 

1.3 Appreciate their personal 

differences and their motivation 

inclusive of the theories, contents 

and processes of project 

management. 

1.4 Identify their own strengths and 

limitations, the impact of their 

judgement and behaviour on 

others. 
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Learning Outcome 2: Review and revise a project plan 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

2.1 Analyse and act on feedback from 

a variety of sources to improve the 

project plan. 

Using critical thinking while accepting feedback from all 
stakeholders, applying knowledge to the situation, making 
relevant changes accordingly 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Face to face discussions 

• Video presentation 

• Case studies 

• Activities 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Group case study analysis 

2.2 Actively seek opportunities and 

challenges for personal learning 

and development. 

2.3 Acknowledge mistakes and treat 

them as learning opportunities, 

using them as building blocks for 

continuous improvement. 

2.4 Improve own behaviour in the light 

of feedback and self-reflection. 
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Learning Outcome 3: Consider ethical issues related to project planning 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

3.1 Critically analyse the common 

ethical principles applicable to the 

project environment. 

Acting with integrity 

Using ethical principles, for example truthfulness, 
confidentiality, autonomy and informed consent 

Communicating effectively with individuals, appreciating 
their social, cultural, religious and ethnic backgrounds and 
their age, gender and abilities, value, respect and promote 
equality and diversity 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Face to face discussions 

• Video presentation 

• Case studies 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Group presentation 

3.2 Analyse own emotions and 

prejudices, and how these can 

affect own judgment and 

behaviours ethically. 

3.3 Demonstrate respect for culture, 

beliefs and abilities of individuals 

taking into account the values of 

the organisation. 

3.4 Take appropriate action if ethics 

and values are compromised. 
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List of Learner resources 

Textbooks 

• Burnes, B. (2017) Managing Change, 5th Edition, Pearson Education. ISBN: 9781292156040 

• Daft, R, Benson, A. and Henry, B. (2020) Management (2nd Edition) Cengage Learning. ISBN: 9781473770799 

• Kerzner, H. (2024) Project Management-Best Practices (5th Edition) Wiley. ISBN: 9781394179206 

• The Standard for Project Management And, A Guide to the Project Management Body of Knowledge (PMBOK Guide) (7th Edition) (2021) Project 
Management Institute (issuing body). ISBN: 9781628256642 

Journals 

• Project Management Journal https://journals.sagepub.com/home/pmx  

• Journal of Modern Project Management https://journalmodernpm.com/  

• Agile Project Management Journal: 
Making it work in the enterprise 

https://onlinelibrary.wiley.com/doi/abs/10.1002/pmj.20229  

Websites 

• Project Management Institute https://www.pmi.org/  

• Project Manager  https://www.projectmanager.com/  

• Project Smart https://www.projectsmart.co.uk/  

• Tenstep https://tenstep.com/  

 

https://journals.sagepub.com/home/pmx
https://journalmodernpm.com/
https://onlinelibrary.wiley.com/doi/abs/10.1002/pmj.20229
https://www.pmi.org/
https://www.projectmanager.com/
https://www.projectsmart.co.uk/
https://tenstep.com/
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Unit 11: Health And Safety 

Unit Summary 

SCQF Level 8 

Credit Value 12 

Learning Time (hours) 120 

Organisation name EduQual Ltd. (Company Number 8913632) 

As part of (Award Title) Diploma in Project Management (SCQF Level 8) 

Unit purpose This Unit introduces Learners to the study of workplace 

occupational health and safety. It highlights and teaches the 

importance of compliance with standards and regulations through 

implementing safe work practices and procedures in the 

workplace (which may also be extended to the home). Learners 

will learn to identify hazards and prevent accidents and incidents 

by applying risk control measures. 

Delivery and Assessment This Unit will focus on the application of health and safety 

principles in an organisation, and will allow Learners to identify, 

develop and demonstrate these techniques. 

Tuition and guidance should feature flexible approaches to 

delivering the Unit, which may include formal tuition sessions, 

whether face to face or online. 

Centres may wish to take account of issues such as attendance and 

participation, course work, presentations, exams or final 

assessments when building their assessment strategy, which must 

be approved by EduQual before use. 

Learning 

Outcome 
Formal input40 

Additional 

activities41 
Assessment42 

Total time 

(hours) 

1. 25 12 7 44 

2. 25 12 7 44 

3. 20 8 4 32 

Total time 

(hours) 70 32 18 120 

SCQF credit points (hours / 10) 12 

 
40 e.g. contact time (hours) with tutor, acquisition of knowledge, understanding and skills 
41 e.g. developing practice, reflection, research/study time (hours) 
42 e.g. planning and completion of assessment tasks (hours) 
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Essential resources Essential resources for this Unit include access to experienced 

tutors and instructors in a safe and controlled environment. 

Unit Entry Requirements 
(if applicable) 

See Qualification Summary. 
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Learning Outcomes 

Learning Outcome 1: Understand and apply the requirements of health and safety law and regulations as it 

pertains to the workplace 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

1.1 Summarise the key points from 

national Occupational Safety and 

Health legislation and apply its 

interpretation to the workplace. 

Legal requirements for Health and Safety Executive (HSE) 
policy, including a safe place of work for employers, 
employees, visitors and contractors 

Issues, such as refusal to work, risk assessment, recording 
and reporting occupational fatalities, injuries and illnesses, 
the rights and responsibilities of those involved 

Familiarization with health and safety standards and apply 
them across the workplace e.g.: 

• Slips, trips and falls 

• Welding, cutting and brazing 

• Electrical safety 

• Fire safety 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• OSHA fact sheet 

• Face to face discussions  

• PowerPoint 
Presentation 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner  

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Research assignment 

1.2 Explain the rights of workers and 

the right to have a safe and healthy 

work environment. 

1.3 Discuss the roles and 

responsibilities of employers, 

employees, owners, managers and 

supervisors in the workplace 

relating to health and safety. 

1.4 Critically analyse the establishment 

and implementation of standards, 

and the obligation for complying 

with the standards and other 

regulations. 
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Learning Outcome 2: Understand types of hazards, their effects and measures for controlling the risk level 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

2.1 Inspect the workplace and 

recognize hazards that can cause 

injury or ill health. 

Demonstrate the competence for recognizing and 
identifying existing and/or potentially hazardous conditions 
in the workplace 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• PowerPoint 
presentation 

• Video presentations 

• Group discussion 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner  

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Research assignment 

2.2 Discuss the physical or health 

effects of identified hazards or 

hazardous conditions. 

The requirements of specific standards applicable to 
specific workplace conditions 

2.3 Demonstrate the concept of 

‘Hierarchy of Control’ in addressing 

hazards identified in the 

workplace. 

Five stages in the hierarchy of controls: 

• Elimination: physically remove the hazard 

• Substitution: replace the hazard 

• Engineering controls: isolate people from the hazard 

• Administrative controls: change the way people work 

• Personal protective equipment (PPE): protect workers 
with equipment 

2.4 Explain the inherent relationships 

between standards and the 

hazards which those standards are 

designed to control. 

Appropriate standards as a primary means of hazard 
control 
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Learning Outcome 3: Appreciate the importance of a health and safety policy and safe systems of work 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

3.1 Describe the main features and 

appropriate content of a health 

and safety policy. 

General approach to health and safety; how the employer 
will manage health and safety in the business; clearly say 
who does what, when and how 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• PowerPoint 
presentation 

• Video presentations 

• Group discussion 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner  

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Research assignment 

3.2 Design a risk assessment, 

explaining the principles and 

practice. 

Record of: 

• Who might be harmed and how 

• What you're already doing to control the risks 

• What further action you need to take to control the 
risks 

• Who needs to carry out the action 

• When the action is needed by  

3.3 Explain the permit to work as an 

integral part of a safe system of 

work. 

A written document used to authorise staff members to 
perform certain types of duties that are high risk; examples 
of different types of work permits and the main features 
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List of Learner resources 

Textbooks 

• Friis, R. (2021) Occupational Health And Safety For The 21st Century Jones & Bartlett Publishers. ISBN: 9781284257649 

• Reese, C. (2017) Occupational Health and Safety Management: A Practical Approach (3rd Edition) CRC Press. ISBN: 9781138749573 

Journals 

• Safety and Health at Work – a peer 
reviewed, open access journal 

https://www.elsevier.com/journals/safety-and-health-at-work/2093-7911/open-access-journal  

Websites 

• Health and Safety Executive http://www.hse.gov.uk/  

 

https://www.elsevier.com/journals/safety-and-health-at-work/2093-7911/open-access-journal
http://www.hse.gov.uk/
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Unit 12: Advanced Computerised Accounting 

Unit Summary 

SCQF Level 7 

Credit Value 10 

Learning Time (hours) 100 

Organisation name EduQual Ltd. (Company Number 8913632) 

As part of (Award Title) Diploma in Advanced Accountancy (SCQF Level 8) 

Unit purpose This Unit introduces Learners to the study of using computerised 

accounting software at the advanced level within the workplace. 

It highlights and teaches the importance of understanding the 

need for accounting software in the workplace which may also be 

extended to private practice as an entrepreneur and sole trader. 

Learners will learn to apply advanced skills in the use of various 

accounting software. 

Delivery and Assessment This Unit will focus on the application of computerised accounting 

skills needed within an organisation, and will allow Learners to 

identify, develop and demonstrate these techniques. 

Tuition and guidance should feature flexible approaches to 

delivering the Unit, which may include formal tuition sessions, 

whether face to face or online. 

Centres may wish to take account of issues such as attendance and 

participation, course work, presentations, exams or final 

assessments when building their assessment strategy, which must 

be approved by EduQual before use. 

Learning 

Outcome 
Formal input43 

Additional 

activities44 
Assessment45 

Total time 

(hours) 

1. 25 25 12 62 

2. 15 15 8 38 

Total time 

(hours) 40 40 20 100 

SCQF credit points (hours / 10) 10 

Essential resources Essential resources for this Unit include access to experienced 

tutors and instructors in a safe and controlled environment. 

Unit Entry Requirements 
(if applicable) 

See Qualification Summary. 

 
43 e.g. contact time (hours) with tutor, acquisition of knowledge, understanding and skills 
44 e.g. developing practice, reflection, research/study time (hours) 
45 e.g. planning and completion of assessment tasks (hours) 
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Learning Outcomes 

Learning Outcome 1: Understand the importance and use of Sage 50 accounting computerised accounting software in 

the working environment  

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

1.1 Use basic skills with Sage 50 

Accounting in the workplace. 

Creation of a company using basic Sage 50 Accounting 
knowledge 

Setting up sales taxes 

Managing data, recording transactions and generation of 
reports 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Lectures 

• PowerPoint slides 

• Handouts 

• Face to face 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Theory exercises 

• Practical exercises 

1.2 Use Microsoft Excel alongside 

Sage 50Accounting in the 

workplace. 

Practical use of Microsoft Excel to export and import data 
and reports to and from Sage 50 Accounting 

1.3 Create and record transactions of 

an advanced nature onto the Sage 

50 accounting software including 

the ability to generate and 

customise financial reports.  

Entering memorised transactions 

Entering sales quotes and converting them into invoices 

Entering general journal transactions 

Creation and preparation of a payroll for a company 

Recording employees and making payments to them 
including recording all statutory deductions 

Preparation of bank reconciliation statements 

Recording of inventory adjustments 

Entering default information 

Customisation of financial statements 
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Learning Outcome 1: Understand the importance and use of Sage 50 accounting computerised accounting software in 

the working environment  

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

1.4 Rebuild an existing 

Sage 50 Accounting company with 

default settings.  

Rebuilding a new company by copying over the Chart of 
Accounts and tax Information 

Importation of existing information from an old company to 
a new one 

Entering default information for a new company 

1.5 Delete older companies. Deleting an older company 
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Learning Outcome 2: Understand the importance and use of QuickBooks computerised accounting software in the 

working environment 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

2.1 Use basic skills with QuickBooks 

Accounting in the workplace. 

Creation of a company using QuickBooks Accounting 

Setting up of sales taxes 

Managing data, recording transactions and generating 
reports 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Lectures 

• PowerPoint slides 

• Handouts 

Face to face 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Theory exercises 

• Practical exercises 

2.2 Manage data in QuickBooks 

Accounting as required in the 

workplace. 

Entering and managing data regarding customers, vendors 
and inventory 

Setting up of sales taxes 

2.3 Record accounting transactions in 

QuickBooks accounting and 

generate financial reports as 

required in the workplace. 

Entering and recording transactions in terms or purchases, 
sales, receipts and payments 

Writing and printing of checks and generating reports 
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List of Learner resources 

Textbooks 

• Owen, G. (2022) Using QuickBooks Online for Accounting 2023 (6th Edition) Cengage learning. ISBN: 9780357722213 

• Sage 50 Accounts Professional V23 Advanced Training Manual for Sage 50 Accounts Professional V23 Softext Limited (issuing body) 

• Welmer, J. (2022) Quickbooks 2022 For Beginners: Complete Beginner To Expert Guide To Gain Mastery Of Quickbooks Online And Desktop Jason 
Welmer. ISBN: 9781837610952 

• Yacht, C. (2019) Computer Accounting With Sage 50 2019 (21st Edition) McGraw-Hill Education. ISBN: 9781259917011  

Websites 

• Best Accounting Software 2023: Reviews 
of the Most Popular Tools & Systems 

https://www.capterra.com/accounting-software/ 

• Quickbooks Accounting Software https://quickbooks.intuit.com/uk 

• Sage 50 Accounts https://www.sage.com/en-gb/products/sage-50cloud/  

 

https://blackwells.co.uk/bookshop/search/author/Softext%20Limited
https://blackwells.co.uk/bookshop/search/author/Welmer
https://blackwells.co.uk/bookshop/search/author/Carol%20Yacht
https://www.sage.com/en-gb/products/sage-50cloud/
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Unit 13: Auditing 

Unit Summary 

SCQF Level 8 

Credit Value 10 

Learning Time (hours) 100 

Organisation name EduQual Ltd. (Company Number 8913632) 

As part of (Award Title) Diploma in Advanced Accountancy (SCQF Level 8) 

Unit purpose This Unit is an introductory module to auditing. The primary goal 

of the auditing Unit is to help Learners understand and apply the 

basics of auditing processes, planning, and execution. This course 

develops an understanding and appreciation of the philosophy of 

the auditing process and provides Learners with the skills 

necessary for effective decision making in regard to auditing, 

financial reporting, and ethics. Topics include the fundamentals of 

auditing, planning and risk assessment, professional and 

corporate ethics, internal control and financial reporting, 

substantive procedures, and audit reporting. 

Delivery and Assessment This Unit will focus on the application and understanding costing 

principles, classification of costs and decision making. This course 

will allow Learners to identify, develop and demonstrate these 

techniques. 

Tuition and guidance should feature flexible approaches to 

delivering the Unit, which may include formal tuition sessions, 

whether face to face or online. 

Centres may wish to take account of issues such as attendance and 

participation, course work, presentations, exams or final 

assessments when building their assessment strategy, which must 

be approved by EduQual before use. 
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Learning 

Outcome 
Formal input46 

Additional 

activities47 
Assessment48 

Total time 

(hours) 

1. 30 12 7 49 

2. 20 10 3 33 

3. 10 6 2 18 

Total time 

(hours) 
60 28 12 100 

SCQF credit points (hours / 10) 10 

Essential resources Essential resources for this Unit include access to experienced 

tutors and instructors in a safe and controlled environment. 

Unit Entry Requirements 
(if applicable) 

See Qualification Summary. 

 

 
46 e.g. contact time (hours) with tutor, acquisition of knowledge, understanding and skills 
47 e.g. developing practice, reflection, research/study time (hours) 
48 e.g. planning and completion of assessment tasks (hours) 
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Learning Outcomes 

Learning Outcome 1: Understand auditing concepts and variables 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

1.1 Critically analyse the fundamentals 

of auditing. 

Audit framework and regulation review 

Definitions and audit principles 

Differences between internal and external auditing 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Lectures 

• Notes 

• Case studies 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Case studies 

1.2 Explain the importance of risk 

assessment as an auditing concept. 

Understanding the COSO (Committee of Sponsoring 
Organizations of the Treadway Commission) framework 

Planning and risk assessment 

1.3 Explain the importance of audit 

evidence and assertions. 

Discussion and application of assertions used by auditors 

Compliance procedures for audit evidence 
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Learning Outcome 2: Examine fraud and preventative measures  

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

2.1 Recognise circumstances leading to 

increased exposure to fraud. 

Understanding the elements and conditions for fraud 

Detecting the red flags for fraud and the categories of fraud 
in financial statements, management as well as employees 

Internal controls and its role in fraud prevention 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Lectures 

• Notes  

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Case studies 

2.2 Determine preventative internal 

control measures. 
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Learning Outcome 3: Understand ethical principles and professional standards 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

3.1 Apply consistently the ethical 

principles and professional 

standards related to the 

profession. 

Ethical principles: 

• Integrity 

• Objectivity 

• Confidentiality 

• Competency 

Fines and penalties for breaches in the laws  

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Lectures 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Case studies 
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List of Learner resources 

Textbooks 

• Campbell, T. and Houghton, K. (2010) Ethics and Auditing ANU E Press. ISBN: 9781920942250 

• De Paula, F. (2018) The Principles of Auditing: A Practical Manual for Students and Practitioners Creative Media Partners, LLC. ISBN: 9780342763306 

• Spencer Pickett, K. (2011) The Essential Handbook of Internal Auditing (2nd Edition) John Wiley & Sons. ISBN: 9780470746936 

Journals 

• Accounting, Auditing & Accountability 
Journal 

https://www.emeraldgrouppublishing.com/journal/aaaj  

Websites 

• Auditing: Overview, types and importance https://corporatefinanceinstitute.com/resources/accounting/what-is-an-audit/  

• Committee of Sponsoring Organizations 
of the Treadway Commission 

https://www.coso.org/SitePages/Home.aspx  

 

https://www.emeraldgrouppublishing.com/journal/aaaj
https://corporatefinanceinstitute.com/resources/accounting/what-is-an-audit/
https://www.coso.org/SitePages/Home.aspx
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Unit 14: Financial Management 

Unit Summary 

SCQF Level 8 

Credit Value 12 

Learning Time (hours) 120 

Organisation name EduQual Ltd. (Company Number 8913632) 

As part of (Award Title) Diploma in Advanced Accountancy (SCQF Level 8) 

Unit purpose This Unit introduces financial management and its application in 

practice. Learners will be exposed to major concepts and 

analytical tools used in the theory and practice of financial 

management. The module focuses on the critical elements of 

financial decision-making for organisations, sources of finance, 

management of working capital and optimises capital investment 

decisions. Learners will have a greater appreciation and 

understanding of the importance of risk within the context of 

financial decision making. 

Delivery and Assessment This Unit will focus on the application of financial management 

principles in an organisation, and will allow Learners to identify, 

develop and demonstrate these techniques. 

Tuition and guidance should feature flexible approaches to 

delivering the Unit, which may include formal tuition sessions, 

whether face to face or online. 

Centres may wish to take account of issues such as attendance and 

participation, course work, presentations, exams or final 

assessments when building their assessment strategy, which must 

be approved by EduQual before use. 

Learning 

Outcome 
Formal input49 

Additional 

activities50 
Assessment51 

Total time 

(hours) 

1. 24 10 6 40 

2. 24 10 6 40 

3. 24 10 6 40 

Total time 

(hours) 
72 30 18 120 

SCQF credit points (hours / 10) 12 

 
49 e.g. contact time (hours) with tutor, acquisition of knowledge, understanding and skills 
50 e.g. developing practice, reflection, research/study time (hours) 
51 e.g. planning and completion of assessment tasks (hours) 
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Essential resources Essential resources for this Unit include access to experienced 

tutors and instructors in a safe and controlled environment. 

Unit Entry Requirements 
(if applicable) 

See Qualification Summary. 
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Learning Outcomes 

Learning Outcome 1: Understand the financial environment in which organisations and managers must operate 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

1.1 Define financial management. Financial objectives in a profit-making organisation Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Lecture 

• Question and answer 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Question and answer 

1.2 Discuss the nature and importance 

of value for money. 

Value for Money (VfM) in the public sector: a utility derived 
from every purchase, or every sum of money spent 

VfM objectives in a not-for-profit organisation 

1.3 Critically analyse a range of 

stakeholders to the organisation 

and their various objectives. 

Stakeholders’ needs, conflicting with each other 

1.4 Measure the performance of an 

organisation towards its 

achievement of key financial 

objectives. 

Ratios to compare actual performance against budgeted 
results, or compare performance between two or more 
periods 

Variance analysis metrics: sales volume variance, sales mix 
variance, direct material price variance, direct labour rate 
variance, fixed overhead volume capacity and efficiency 
variance 
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Learning Outcome 2: Understand financial management elements and tools 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

2.1 Calculate net working capital and 

measure company performance 

from this perspective. 

Assessing the result of working capital ratio: 

Working capital ratio = current assets ÷ current liabilities 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Lecture 

• Question and answer 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Question and answer 

2.2 Explain the importance of 

managing financial elements of a 

company. 

E.g. trade receivables, trade payables and inventory 

2.3 Critically analyse the basic tenets 

of inventory control. 

ABC analysis, Just In Time (JIT), Economic Order Quantity 
(EOQ), Fast, Slow, and Non-moving (FSN) 

2.4 Evaluate the use of relevant 

accounting techniques in managing 

and forecasting cash. 

Preparing and assessing a cash flow budget: the process of 
estimating the flow of cash in and out of a business over a 
specific period of time 
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Learning Outcome 3: Understand investment appraisal strategies 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

3.1 Define and apply basic concepts of 

investment appraisal. 

Payback period 

Accounting rate of return 

Net present value 

Appropriate investment appraisal techniques for a given 
scenario 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Lecture 

• Question and answer 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Question and answer 

3.2 Utilise investment appraisal 

techniques to arrive at specific 

investment decisions. 

3.3 Critically evaluate short-term and 

long-term sources of finance 

available to an organisation. 

Short-term financing, including credit cards, trade credit, 
government aid, credit unions, banks 

Long-term financing, including equity capital, preference 
capital, debentures, term loans, retained earnings 

Interpreting the results, recommendations for the most 
appropriate source of finance 

3.4 Discuss foreign currency risk 

management techniques. 

Techniques to manage foreign exchange risk: e.g. doing 
nothing, pre-emptive price variation, risk sharing, 
maintaining a foreign currency bank account, transfer 
pricing, international forfeiting, discounting of bills of 
exchange, money market operations  
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List of Learner resources 

Textbooks 

• Collins, J. (Editor) (2022) Fundamentals of Financial Management Murphy & Moore Publishing. ISBN:  9781639872459 

• Helberg, J. (Editor) (2022) Financial Management Larsen and Keller Education. ISBN: 9781641726184 

• Higgins, R., Koski, J. and Mitton, T. (2022) Analysis for Financial Management (13th Edition) McGraw-Hill Education. ISBN: 9781265042639 

• Watson, D. and Head, A. (2019) Corporate Finance: Principles and Practice (8th Edition) Pearson Education. ISBN: 9781292244310 

Journals 

• Financial Management https://onlinelibrary.wiley.com/journal/1755053x  

Websites 

• Financial Management Explained: Scope, 
Objectives and Importance 

https://www.netsuite.com/portal/resource/articles/financial-management/financial-

management.shtml  

• Financial Times https://www.ft.com/  

• Wall Street Journal https://www.wsj.com/  

• What Is Financial Management? https://www.wallstreetmojo.com/financial-management/ 

 

https://onlinelibrary.wiley.com/journal/1755053x
https://www.netsuite.com/portal/resource/articles/financial-management/financial-management.shtml
https://www.netsuite.com/portal/resource/articles/financial-management/financial-management.shtml
https://www.ft.com/
https://www.wsj.com/
https://www.wallstreetmojo.com/financial-management/
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Unit 15: Taxation 

Unit Summary 

SCQF Level 8 

Credit Value 10 

Learning Time (hours) 100 

Organisation name EduQual Ltd. (Company Number 8913632) 

As part of (Award Title) Diploma in Advanced Accountancy (SCQF Level 8) 

Unit purpose This Unit is designed to provide a comprehensive and practical 

approach to tax administration systems. The Learner will be 

introduced to practical aspects of taxation and basic 

understanding of taxation legislation and practice. This Unit is 

designed for employees, business owners and practitioners to 

keep abreast of the latest developments in the national tax 

system. 

Learners will benefit from an effective combination of lecture, 

practical problem solving, discussions, and questions. This Unit 

will give Learners ample opportunity to explore topics, develop 

and refine their tax preparation skills further, especially those 

needed for the effective and accurate completion of business and 

individual returns. 

Delivery and Assessment This Unit will focus on the application and understanding of laws, 

tax rates and procedures in registering a business, calculating and 

filing of statutory payments and filing of tax returns. This course 

will allow Learners to identify, develop and demonstrate these 

techniques. 

Tuition and guidance should feature flexible approaches to 

delivering the Unit, which may include formal tuition sessions, 

whether face to face or online. 

Centres may wish to take account of issues such as attendance and 

participation, course work, presentations, exams or final 

assessments when building their assessment strategy, which must 

be approved by EduQual before use. 
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Learning 

Outcome 
Formal input52 

Additional 

activities53 
Assessment54 

Total time 

(hours) 

1. 32 32 16 32 

2. 4 4 2 4 

3. 4 4 2 4 

Total time 

(hours) 
40 40 20 100 

SCQF credit points (hours / 10) 10 

Essential resources Essential resources for this Unit include access to experienced 

tutors and instructors in a safe and controlled environment. 

Unit Entry Requirements 
(if applicable) 

See Qualification Summary. 

 

 
52 e.g. contact time (hours) with tutor, acquisition of knowledge, understanding and skills 
53 e.g. developing practice, reflection, research/study time (hours) 
54 e.g. planning and completion of assessment tasks (hours) 
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Learning Outcomes 

Learning Outcome 1: Understand the basic taxation system  

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

1.1 Register company, sole trader and 

partnership type businesses. 

Understanding the laws applicable 

Step by step procedures of the registration process 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Notes 

• Case study 

• Face to face 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Completion of all relevant 
forms 

• Computation of VAT as 
well as completion of a 
VAT return form 

• NIS rates will be applied to 
a question 

• Completion of NIS forms 

• Scenarios to calculate the 
PAYE for the individual 

• Case scenario to fill out the 
necessary forms and 
schedules. 

1.2 Critically analyse VAT regulations  Past as well as current VAT laws and change in VAT Rates 

Procedures, calculation and submission of a VAT return 1.3 Calculate and prepare VAT Return 

Forms. 

1.4 Explain the National Insurance 

regulations and rates  

Laws and regulations surrounding National Insurance 
contributions 

Calculation of National Insurance contributions 

Application of National Insurance contribution rates 
1.5 Calculate and prepare National 

Insurance contributions for 

employees and employers. 

1.6 Explain PAYE and the payroll 

system. 

Calculation and understanding the PAYE system 

Preparation of a payroll system 

1.7 Calculate Pay As You Earn (PAYE) 

tax for employees and employers. 

1.8 Calculate and prepare corporation 

tax returns, partnership tax 

returns, emolument and non-

emolument income earner tax 

returns. 

Review of all tax forms 

Understanding the schedules required 

Understanding the rates and current laws relating to each 
of the forms 
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Learning Outcome 2: Understand complex and technical tax terminology 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

2.1 Convert complex and technical tax 

terminology into language that 

translates to non-technical 

audiences. 

How to build strong interpersonal communication skills that 
enhance relationships with clients over time 

Preparing work products with careful attention to word 
choice, tone, and accuracy 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Face to face 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Application of the content 
in course work and final 
exam 
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Learning Outcome 3: Follow ethical principles and professional standards 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

3.1 Apply consistently the ethical 

principles and professional 

standards related to the 

profession. 

Ethical principles: 

• Integrity 

• Objectivity 

• Professional competence and due care 

• Confidentiality 

• Professional behaviour 

Professional standards, including: 

• Client specific 

• Acting lawfully 

• Disclosure and transparency 

• Advising on tax planning arrangements 

• Professional judgement and appropriate 
documentation 

Fines and penalties for breaches in the laws 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

Where appropriate, the 
following may be used for 
delivery purposes: 

• Face to face 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

Where appropriate, the 
following may be used for 
assessment purposes: 

• Application of the content 
in course work and final 
exam 
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List of Learner resources 

Textbooks 

NOTE: textbooks will vary according to the host nation of the EduQual Centre. Centres must seek their own supporting textbooks, and should contact 
EduQual for guidance if required. 

Journals 

• Journal of Taxation https://store.tax.thomsonreuters.com/accounting/c/Journal-of-Taxation/p/100201249  

 

https://store.tax.thomsonreuters.com/accounting/c/Journal-of-Taxation/p/100201249
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Unit 16: Research Project 

Unit Summary 

SCQF Level 8 

Credit Value 60 

Learning Time (hours) 600 

Organisation name EduQual Ltd. (Company Number 8913632) 

As part of (Award Title) Diploma in Business and Accounting (SCQF Level 8) 

Diploma in Human Resource Management (SCQF Level 8) 

Diploma in Project Management (SCQF Level 8) 

Diploma in Advanced Accountancy (SCQF Level 8) 

Diploma in Digital Content Creation (SCQF Level 8) 

Diploma in IT Systems Engineering (SCQF Level 8) 

Diploma in Paralegal Studies (SCQF Level 8) 

Unit purpose The research project provides the opportunity for Learners to 

apply best practices of accounting, business management, law, 

business writing, and costing in the functional areas of business. 

Additionally, they will apply knowledge, theory, understanding, 

and analytical skills acquired during the course of study. 

This Unit provides the Learner with the opportunity to put forward 

project proposals, interventions and research to show they can 

apply Learning Outcomes to problem-solve issues or challenges 

faced with a particular service in the business world. This allows 

Learners to bridge the gap between education and the world of 

work. Learners are assigned to a faculty member who will provide 

mentoring and support. The process also gives Learners an 

opportunity to provide real value back to the organisation in terms 

of managing strategic projects. 
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Delivery and Assessment This Unit will focus on the theories and practical skills needed for 

working with a research problem, and will allow Learners to 

identify, develop and demonstrate these techniques.  

Learners will benefit from the guidance of mentors as they work 

on their project. 

Tuition and guidance should feature flexible approaches to 

delivering the Unit, which may include formal tuition sessions, 

whether face to face or online. 

Centres may wish to take account of issues such as attendance and 

participation, course work, presentations, exams or final 

assessments when building their assessment strategy, which must 

be approved by EduQual before use. 

Learning 

Outcome 
Formal input55 

Additional 

activities56 
Assessment57 

Total time 

(hours) 

1. 40 85 15 140 

2. 40 85 15 140 

3. 40 125 15 180 

4. 30 68 10 108 

5 10 17 5 32 

Total time 

(hours) 
160 380 60 600 

SCQF credit points (hours / 10) 60 

Essential resources Essential resources for this Unit include access to experienced 

tutors and instructors in a safe and controlled environment. 

Unit Entry Requirements 
(if applicable) 

See Qualification Summary. 

 

 
55 e.g. contact time (hours) with tutor, acquisition of knowledge, understanding and skills 
56 e.g. developing practice, reflection, research/study time (hours) 
57 e.g. planning and completion of assessment tasks (hours) 
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Learning Outcomes 

Learning Outcome 1: Develop and refine a problem statement 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

1.1 Identify the factors that contribute 

to the process of defining problem 

statements. 

Problem statement formulation: aims and objectives; 
rationale for selection 

Hypothesis: definition; suitability; skills and knowledge to 
be gained; aims and objectives; terms of reference; 
duration; ethical issues 

Research project specification: rationale for research 
question or hypothesis; milestones; task dates; review 
dates; monitoring/reviewing process; strategy 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

1.2 Formulate and record possible 

problem statements. 

1.3 Select and justify an appropriate 

problem statement for research. 

1.4 Produce a research project 

specification and objectives to 

address the selected problem 

statement. 
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Learning Outcome 2: Design research methodology to achieve research objectives 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

2.1 Evaluate research methodologies 

for relevance to reflect the 

research objectives. 

Relationship between research methodologies and research 
objectives, most appropriate method to design the 
research, linking the research methodology to the 
achievement of the research specification and objectives; 
advantages and disadvantages of different data collection 
instruments 

Methodology for data collection and analysis; literature 
review; critique of references from primary sources, e.g. 
questionnaires, interviews; secondary sources, e.g. books, 
journals, internet; scope and limitations; implications, e.g. 
resources; justifying the methodology to ensure it achieves 
the research objectives 

Ethics in research, being responsible whilst conducting 
research, obtaining ethics approval based on proposed 
methodology; issues of ethics and access to data/sample 

Research design: type of research, e.g. qualitative, 
quantitative, systematic, original; methodology; resources; 
statistical analyses; validity; reliability; control of variables 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

2.2 Design an appropriate 

methodology to achieve research 

objectives. 

2.3 Align methodology within agreed 

ethical guidelines. 

2.4 Provide an appropriate plan and 

procedures for the agreed research 

specification. 
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Learning Outcome 3: Implement the research project within agreed procedures and to specification 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

3.1 Match resources efficiently to the 

problem statement or hypothesis. 

Implement: according to research design and method; test 
research hypotheses; considering test validity; reliability 

Design of questionnaires; interviews – structured/semi-
structured/unstructured; interview questions, recording in 
interviews; focus groups; sampling, bias, data verification, 
piloting research  

Data collection: selection of appropriate tools for data 
collection; types, e.g. qualitative, quantitative; systematic 
recording; methodological problems, e.g. bias, variables 
and control of variables, validity and reliability 

Data analysis and interpretation: qualitative and 
quantitative data analysis – interpreting transcripts; coding 
techniques; specialist software; statistical tables; 
comparison of variable; trends; forecasting 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

3.2 Undertake a critical review of key 

literature. 

3.3 Undertake the proposed research 

investigation in accordance with 

the agreed specification and 

procedures. 

3.4 Compile and collate an appropriate 

record of relevant data. 
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Learning Outcome 4: Evaluate the research outcomes 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

4.1 Use appropriate research 

evaluation techniques. 

Evaluation of outcomes: an overview of the success or 
failure of the research project planning, aims and 
objectives, evidence and findings, validity, reliability, 
benefits, difficulties, conclusion(s) 

Future consideration: significance of research investigation; 
application of research results; implications; limitations of 
the investigation; improvements; recommendations for the 
future, areas for future research 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 

4.2 Interpret and analyse the results in 

terms of the original research 

specification. 

4.3 Make recommendations and justify 

areas for further consideration. 
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Learning Outcome 5: Present the research outcomes 

Assessment criteria 
On completion of this Unit, the 
Learner will be able to:  

Indicative content  Delivery Assessment 

5.1 Use an agreed format and 

appropriate media to present the 

outcomes of the research to an 

audience. 

Format: professional delivery format appropriate to the 
audience; use of appropriate media 

Report, presentation, publication 

Delivery and assessment 
strategies are internally 
verified prior to issue to 
ensure assessments are 
valid, reliable and fair. 

Theory-based learning 
content may include reading 
materials, video clips, 
formative tests and 
questions. 

Tutor-led and moderated 
discussion groups support 
Learners. 

This Learning Outcome will be 
assessed via a combination of: 

• Examining products of 
work 

• Questioning the Learner 

• Assignments or other 
assessments aligned to the 
assessment criteria. 
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List of Learner resources 

Textbooks 

• Flick, U. (2020) Introducing Research Methodology (3rd Edition) SAGE Publications. ISBN: 9781526496935 

• Gray, D. (2021) Doing Research in the Real World (5th Edition) SAGE Publications. ISBN: 9781529742442 

• Saunders, M., Lewis, P. and Thornhill, A. (2019) Research Methods for Business Students (9th Edition) Pearson. ISBN: 9781292402727 

Websites 

• Skills You Need (Learning Skills): 
How to Write a Dissertation or 
Thesis 

https://www.skillsyouneed.com/  

• A Beginner's Guide to Starting the 
Research Process 

https://www.scribbr.com/category/research-process/  

• Types of research projects and 
research methods 

https://www.researchgate.net/publication/282015478_Types_of_research_projects_and_research_methods  

 

https://www.skillsyouneed.com/
https://www.scribbr.com/category/research-process/
https://www.researchgate.net/publication/282015478_Types_of_research_projects_and_research_methods
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Appendix – Links to competency and occupational standards 

Links to UK NOS in Business and Management Operations 
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FSPT2 Calculate business tax ●  ● ● 
FSPT1 Calculate personal tax ●  ● ● 
SEMBIT307 Carrying out problem solving activities ● ●   

FSPP5 Complete end of period procedures ●  ● ● 
SEMBIT202 Contributing to effective team working ● ●   

SEMBIT204 Contributing to the application of continuous improvement techniques ● ●   

SEMBIT210 Contributing to the application of problem-solving techniques ● ●   

SFHRandD3 Design and formulate a research and development proposal ● ● ● ● 
SFHRandD1 Determine a research and development topic worthy of investigation ● ● ● ● 
FSPP3 Determine entitlements and deductions ●  ● ● 
CFAHR1 Develop an HR strategy ● ●   

IMPBP312 Develop an organisational equality and diversity policy ● ●   

CLDCD01 Develop and apply understanding of theory and effective practice in career development  ● ● ● 
CFAHR6 Develop HR policies ● ●   

CFAHR5 Develop organisational talent ● ●   

INSBE046 Develop your own ability to provide business and enterprise support services ● ●   

FSP FA5 Draft financial statements ●  ● ● 
CFAM&LBB4  Ensure compliance with legal, regulatory, ethical and social requirements ● ●   
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INSBE049 Explore your business potential ● ●   

SKAHDBRBNST1 Implement and maintain safe, hygienic and effective working practices ● ●   

PROHSR9 Improve work related health and safety through promotional activities   ●  

SFHRandD10 Interpret results of research and development activities ● ● ● ● 
CLDCD10 Lead and manage career development work  ●   

SEMBIT302 Leading effective teams ● ●   

INSCC007 Manage customer communication over complex matters ● ●   

CFAHR7 Plan and deliver recruitment ● ●   

CFAHR14 Plan the structure and design of the HR function ● ●   

FSPFA4 Prepare accounts ●  ● ● 
SKAAEAF1 Promote and contribute to healthy, safe and secure working environments and practices  ● ● ● 
INSML028 Promote and manage staff wellbeing  ● ● ● 
INSCS038 Promote continuous improvement  ● ● ● 
PPLHSL24 Provide learning opportunities for colleagues  ● ● ● 
SFHRandD11 Record conclusions and recommendations of research and development activities ● ● ● ● 
FSPT3 Report VAT ●  ● ● 
SCDINSPE2 Support compliance through legal procedures ● ● ●  

INSBA008 Undertake and support work practices in a business environment  ● ● ● 
FSPPS1 Work effectively in accountancy and finance ●  ● ● 

 


