
SQA Qualification 
Approval (SQA 
Programmes, non 
Customised).
Lead: SQA 
Coordinator

Ensure you are familair with the programme for 
which you are applying, by downloading the Group 

Award Handbook from the SQA website

Collate together all of the Assessors and Internally 
Verifiers CV's 

Download the Qualification Approval Application 
Form and fill out all requested sections

The Sqa Coordinator will inform the SQA Regional 
Manager of the College's intentions to apply for the 

award

No - Seek 
approval first

Has the proposed 
prgramme been 

agreed at the 
relevant boards?

Yes

Download the Supporting Document: Saff form from 
the SQA website and ask all assessors and internal 

verifiers to complete and return to you.

Submit the Qualification Approval Form along with 
the Support Document: Staff forms to the SQA 

email address provided on the former

Does the SQA 
email a request for 

additional 
information?

Yes - Send them 
the requested 

documents

No - Wait to 
hear from the 

SQA to arrange 
a panel meeting 

The SQA will contact the SQA Coordinator to 
arrange a panel meeting with the SQA Coordinator, 

Assessors and Internal Verifiers

Panel Meeting: The SQA will meet with the 
relevant staff either on Teams on in person. They 

will question the staff on their relevant skills, 
knowledge and the assessment/internal 

verification procedures.

The SQA will infrom the SQA 
Coordinator of the programme 

approval or whether any document 
needs to be updated and submitted.

Do any 
documents need 

updating?

Programme 
Approved

Yes - Update 
and resubmit

No 
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