Guidance Notes for Completing the HN Assessment Front Cover
Sections that could be completed by the lecturer issuing the assessment:

Assessment title:  This is just ‘what the assessment is known as’ and may well be the same as the unit title.  Use the unit title if you don’t have a unique assessment title, you don’t need to make up something for the sake of it.
Lecturer(s):  The name of the lecturer delivering the unit being assess and therefore issuing the assessment.  There is scope to enter more than one lecturers name when the assessment integrates outcomes from more than one unit.
Unit code(s):  The SQA unit code.  There is scope to enter more than one unit code when the assessment integrates outcomes from more than one unit.

Outcomes assessed:  As numbered in the SQA unit descriptor.
Date issued:  Self explanatory really!
Date due:  Self explanatory really!

Word count: This won’t always be needed.  If you don’t have a word count limit for your assessment please put N/A here .

Submitting your assessment:  This will vary for each subject and should summarise where and how the assessment should be submitted.
In the ‘Staff use only’ section:

Date received:  This is the date that the lecturer receives the assessment.  This may vary from the date submitted if e.g. the students submit their work to a central office who then pass the submissions to the lecturer.
Attempt No:  Whether the assessment submitted is the first attempt at that assessment or the second resubmission if the first attempt did not pass.
Marked by:  The name of the person marking the assessment.  It will probably be the same lecturer that issued the assessment but doesn’t need to be.
Result/Grade:  Either Pass or Fail.  If it as a Graded Unit then the grades A, B, C etc should be entered as well.
Sampled for IV:  Just yes or no so that it is easy to tell from the front page.  This doesn’t replace existing IV procedures.
Sections that should be completed by the student:
Word-count:  This is the actual word count generated by the student in their submitted work, not the specified word count in the brief.  (Hopefully they will be close though!)
Student candidate number:  As on their ID card.
Location: The AP they are based at.
Programme:  The HN or PDA award they are enrolled on.  This could be completed by the issuing lecturer if they only issue that assessment to one discreet group.   However, some assessments will be issued to students on a range of programmes e.g. communications and IT units.  If that is the case it may be easier to get the student to fill that bit in themselves.
Then in the declaration of originality and authorisation…

Student candidate number:  As on their ID card.  This is asked for in this section in place of a signature in order to protect anonymity i.e. facilitate the marking of anonymised scripts.
Date:  The date that they declared this to be their own work, most likely to be the date of submission.
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