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Developing and Updating Units 
 
 
 
 
These guidelines have been written to support those involved in developing and updating 
units for Romanian National Vocational Qualifications (RONVQs), whether as managers, 
curriculum developers or teachers/instructors.  More specifically they have been produced to 
support curriculum developers working on the revision of the training standards originally 
prepared in 2003/04.  However they also provide a guide for anybody involved in preparing 
or revising units in the future. 
 
The principles and methodologies referred to are based on currently accepted good practice 
in many national TVET systems. However, since curriculum development is a dynamic 
process, it is inevitable that revision and change to the procedures and organizations 
mentioned are bound to occur.  These changes should be taken into consideration in future 
revisions.  
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RONVQ Units of Assessment 
 
All RONVQ qualifications will eventually be recognised in a unitised format so that the credits 
may link in with the proposed Romanian National Credit and Qualification Framework 
(RONCQF).  
 
As a result of unitisation it is made clear to everybody involved where credits are awarded 
and what achievement they represent.  Learners can see what they are aiming to achieve, 
which is in itself motivating; teachers and instructors can see what needs to be assessed 
(which is particularly important for those new to such qualifications) and all those involved in 
Quality Assurance find it easier to check achievement.  
 
 
 
 
Before you start…. 
 
Think carefully about what you want learners to achieve.  The people who are being trained 
today will still be at work in forty years’ time.  We cannot expect to know what competences 
they will require then, but we must prepare them for the world of work in the next five to ten 
years.  This means that although previous vocational education and training can inform our 
planning we must be aware of changes that have occurred and are continuing to occur in 
industrial requirements and practices. 
 
The accession of Romania to the EU means that vocational education and training must 
prepare learners to work in the global economy. 
 
Before you start writing units, refer to the national database of approved units to check 
whether there are any existing units you can use.  This will save you time and could speed 
up the development process.  If you cannot find anything you need in this database, check 
with MoER as there may be units in the curriculum areas you offer that are already under 
development and due for completion soon.  Remember that units that match the needs of 
your learners may have been developed in other domains.  The ability to import units from 
other domains is one of the benefits of a unitised system. 
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What is a Unit? 
 
1 A unit within the RONCQF is defined as a “coherent and explicit set of learning 

outcomes”.  “Learning outcomes” describe those things that a learner is expected to 
know, understand or be able to do on completion of a process of learning. 
 

2 Each unit within a qualification must include the following eight key features: 

• title; 

• learning outcomes: a coherent set of measurable achievements; 

• performance criteria: descriptions of the critical components of successful 
performance, they describe what the learners must be able to do in a way that 
enables an objective judgement to be made about whether or not the learners have 
achieved the learning outcome; 

• range statements: specifications of the various circumstances or contexts in which 
the performance criteria are to be applied; 

• evidence requirements: a statement of the form of evidence required to confirm 
achievement of a learning outcome; 

• level: a unit can be at one of five levels: One, Two, Three, Four or Five. 
Draft descriptors for Levels 1, 2 and 3 are included as Appendix 1. 

• credit value: the number of credits ascribed to a unit.  One credit is awarded for the 
learning outcomes that a learner, on average, might reasonably be expected to 
achieve in a notional 60 hours of learning.  Units will normally have a credit value of 
1. 

 
3 A unit focuses on the learning being assessed as opposed to the broader teaching 

syllabus and the process of learning or delivery.  In other words, the unit should not 
contain everything that is taught - that is the syllabus or scheme of work.  The unit 
should contain what has to be learned in order to achieve the performance criteria. 

 
“The challenge must be to measure what is valuable, rather than to value what is easily 
measured.”   Further Education Funding Council (UK) Advisory group report on Citizenship 
for 16-19 year olds in Education and Training. 
 
Note: The national standards and levels that have been agreed must remain the same for all 
learners.  The approach to teaching and the time taken to reach the performance criteria may 
be varied for different learners, especially those with special needs. 
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How is a qualification developed as Units? 
 
1 The best way to approach this task is to think about the key elements of the learning 

that should be assessed and for which credit should be given. 
 
2 Having decided which key areas of learning should be awarded credit, these need to 

be divided up and grouped into coherent learning sets, i.e. there must be a clear 
relationship between the learning outcomes in each set.  It is these sets that will 
generally form the units. 

 
3 When considering how to break the qualification into units try to avoid starting from 

blocks of time or from assignments.  Think holistically about what the learners will have 
gained from the whole learning experience.  For the majority of qualifications deciding 
what the constituent units are going to be should be a relatively easy task as the 
various topic areas will readily break down into “coherent and explicit sets of 
outcomes”. 

 
4 A unit can have only one level.  If there is a need to build two or more levels into the 

overall qualification in order to reflect the range of achievement of learners, separate 
units must be devised for each level required, even though the title and the learning 
outcomes may be similar.  The learning for these parallel units may be delivered 
simultaneously, but the level achieved by any one learner will be determined through 
assessment.  

 
5 When deciding the size (i.e. credit value) of each unit, remember that credit will only 

be awarded for completed units.  The credit value of a unit should normally be kept 
to the smallest possible value (i.e. one), in order to be able to give credit for smaller 
components of achievement.  

 
6 The relationship between delivery and units of assessment can be explained as 

follows: 

• Delivery is concerned with the structure and content of the learning process. 

• Units focus on the learning being assessed as a result of the learning process (i.e. 
achievement). 
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Writing the Units 
 
It helps to have in mind the learner who will be using the unit and the teacher or instructor 
who will be facilitating learning and preparing learners for assessment.  Thinking of their 
needs will help you to write clearly, simply and explicitly. 
 
Ensure that units and performance criteria are written in easily understood language.  
This will benefit all learners, but will be of particular value to those with special needs. 
 
Title 
 
1 The title should be a concise summary of the achievement in the unit.  It should give 

someone external to the qualification, such as an employer, a clear sense of what the 
unit is about.  Generally you should be able to provide this information in less than 
eight words. 
 

2 Titles should be freestanding; in other words, they should not contain the title of the 
overall qualification, or reference to another unit. 

 
3 Titles should not contain numbers, references to levels (e.g. Basic, Foundation, 

Intermediate, Advanced etc), method of assessment or other extraneous detail e.g. 
mode of delivery, training provider or target group.   

 
4 If you cannot think of a title that clearly summarises the achievement in the unit, it may 

suggest the learning outcomes lack coherence. 
 
5 The title should not include brackets, hyphens or colons unless these are necessary for 

clarification   
 
Remember, the unit titles will be listed on the learner’s RONVQ award certification and 
therefore will need to make sense to a range of readers. 
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Learning Outcomes 
 
Throughout the planning make sure that the learning outcomes and the subsequent 
description of the unit matches the proposed level as described in the level descriptors. 
 
1 These are statements of what a learner is expected to be able to do in order to 

demonstrate their ability to do something, or their knowledge, or their understanding as 
a result of a learning process.  They are phrases that can be prefixed by the standard 
stem sentence “The learner should be able to:”.  

 
2 The statements should describe the results of the learning rather than the learning 

process itself, i.e. what is learnt rather than what is taught.   
 
3 The outcomes must be assessable.   
 
4 The key features of a clear learning outcome are: 

• an action verb e.g. demonstrate; 

• defined context e.g. knife skills on a range of food items. 
 
5 Action verbs used will depend largely on whether the set of learning outcomes relates 

to a body of knowledge/understanding or a set of skills.  Examples of commonly used 
action verbs are given in Appendix 2.  Check the statements make sense after the 
standard stem sentence “The learner should be able to:”. 

 
6 Express learning outcomes in short and succinct statements.  Detail, such as 

qualitative and evaluative terms, is more likely to be useful in determining level of 
achievement within the Performance Criteria. 

 
7 No specific number of learning outcomes are required for one unit.  But if the learning 

outcomes are numerous, consider if each and every one is going to be assessed.  If 
anything is included in the learning outcomes it must be assessed and you may find 
yourself assessing everything the learner does.  If there is still a very large number of 
outcomes, consider making two separate units.  At the other extreme, having only one 
learning outcome is insufficient to express the achievement covered in 60 hours of 
learning.  This one learning outcome should be broken down into its composite parts, 
which are then summarised by the unit title.  As a guideline, 3 - 5 learning outcomes is 
the average. 

 
Remember: All learning outcomes must be met for the unit to be awarded. 

 
8 Coherence of the group of outcomes is essential.  They must all: 

• relate to each other and to the title of the unit; 

• avoid repetition and overlap. 
 

E.g. if the unit title is “Romanian Industrial Development” you cannot include learning 
outcomes relating to essay writing, oral presentations, or grammar, spelling and 
punctuation.  

 
9 Avoid using more than one verb in each Learning Outcome.  
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Performance Criteria 
 
1 These are statements for each learning outcome that specify learner achievements 

more precisely by indicating the standards by which the level of achievement can be 
judged.  Refer again to the level descriptors. 

 
2 The criteria must be observable and operable, but they should not describe the 

assessment method/activity.  This is described elsewhere in your document under 
Evidence Requirements.  Writing the criteria so that they are applicable in a range of 
assessment methods will make the unit more versatile, and compatible with a wider 
range of teaching and assessment strategies.  This will enable you to modify the way 
you assess learners from year to year. 

 
3 The Performance Criteria attached to learning outcomes at different levels must reflect 

progression through the degree of complexity, learner autonomy and range of 
achievement appropriate to a given level, in other words, the standard.  Learner 
autonomy refers to being able to interpret, apply, or extrapolate knowledge and skills in 
other situations.   

 
4 The language used in Performance Criteria must be explicit, unambiguous and 

objective.  

Avoid using verbs like “comment on” and “articulate”, and qualifiers like “fully”, 
“effectively”, “professionally”, “competently”, “efficiently”, etc., because they are open to 
interpretation. Give examples if necessary to qualify the standard you expect.  

Remember that “more is not better” when it comes to Performance Criteria.  Being able 
to write five essays instead of three may not mean that the learner’s essay writing skills 
are of a higher level.  Bear in mind the need to demonstrate Performance Criteria in 
different situations e.g. a busy large working environment and a small quit one. 

 
5 If you are uncertain about the amount of detail to include ask yourself the following 

question: 

“If the unit’s Performance Criteria were used to assess a learner’s work, would they 
provide me (or another assessor) with enough information to make an effective 
judgement about achievement?” 

Remember, the Performance Criteria must contain sufficient detail to make 
transparent to any reader exactly what the learner is expected to achieve at a 
particular level.  This statement is used by the assessor and all concerned with 
Quality Assurance to determine that evidence presented by a learner has fulfilled 
a specific learning outcome. 

 
6 One approach to writing criteria is to envisage the assessment activities/tasks you will 

use to decide whether the learners have achieved the learning outcomes.  This will 
build up a picture of the evidence for assessment generated by the activity which, in 
turn, will inform the Performance Criteria. 
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Range Statements 
 
1 These are statements that specify the various circumstances or contexts in which the 

performance criteria are to be applied.  They could include key differences in physical 
location, employment contexts and equipment used. 

These might be specified as follows: 

• physical location: factory; office; 

• employment contexts: full-time; part-time; self-employed subcontractor; 

• equipment used: telephone; fax; photocopier. 
 
2 Range statements must clearly relate to the performance criteria for the learning 

outcome in question. 
 
 
Evidence Requirements 
 
These define the evidence required from a person to demonstrate their competence in an 
outcome.  They are usually examples of work the person has to complete and must cover not 
only performance criteria and range, but also any knowledge requirements.  
 
 
Level 
 
All RONVQs will be placed at one of 5 levels.  The higher the level, the more complex or 
demanding the achievement is going to be. 
 
 
Credit Value 
 
1 One credit is awarded for an outcome that a learner, on average, might reasonably be 

expected to achieve in a notional 60 hours of learning.  This includes contact, private 
learning and self-managed learning, as well as assessment and possible 
reassessment. 

 
2 The Credit Value of a unit is the number of credits a learner can achieve through 

successful completion of the unit.  This will normally be 1 because practice has shown 
that units of 2 or more credits invariably present problems to tutors during assessment.  
Learners may achieve only some of the learning outcomes and although this could 
represent a significant amount of work, it is not possible to award credits for partial 
achievement of a unit. 

 
3 The Credit Value of a unit is not based on the actual amount of time a learner spends 

working on the unit.  Some learners may need longer than others to achieve the same 
results.    
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How will the teacher assess learners against these criteria? 
 
1 The teacher is responsible for the organisation of learning for each unit.  Learners may 

experience the outcomes as a block where the unit exactly coincides with a period of 
study. Or there may be clearly defined topic areas that can be delivered and assessed 
at set points.  However, this does not have to be the case; the teacher is free to choose 
how and when they assess the outcomes of a unit.  Some skills, such as study skills 
and life skills, will be learned through repeated practice throughout a course.  Therefore 
they will normally be assessed at the end of the course, even if they have been 
formally taught quite early on. 

 
2 It is essential that the method(s) of assessment used enable teachers to establish 

whether each learning outcome has been met, and that the link between the two is 
indicated clearly in the documentation.  

 
3 The relationship between assessment methods and units must be flexible and inclusive 

to all learners reflecting equal opportunities, for example; 

• One unit could be assessed using just one task, (e.g. production of an artefact) or a 
range of methods (e.g. class/work-based tasks, question and answer sessions and 
a piece of written work). 

• Alternatively one assessment method could contribute to the achievement of 
learning outcomes in more than one unit (e.g. a case-study could contribute to the 
achievement of learning outcomes in a range of areas).  

   
 The following are some examples of the types of assessment methods that you might 

consider: 

• written work; 

• role play; 

• question and answer; 

• presentations; 

• practical work; 

• observation; 

• formal examination; 

• discussion; 

• case study; 

• project. 
 
4 Ensure that assessment practice takes account of the individual learner.  Assessment 

should give the opportunity for a learner to succeed – assessment should not present 
additional difficulties.  Particular attention should be given to meeting the needs of 
learners with special needs.  For example: 

• if the learner has poor writing skills, consider how oral assessment can  be used; 

• if the learner has had bad experiences of formal examinations, consider alternative 
methods of assessment in order to encourage self-esteem and motivation. 
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Terminology 
 
Credit Awarded to learners for the achievement of units, once 

appropriate assessment procedures have been followed, and 
based on the credit value of those units. 

 
Credit Framework A set of specifications for describing and comparing 

achievement. 
 
Credit Value The number of credits a learner may achieve through the 

successful completion of a unit.  It is arrived at by taking the 
notional learning time required to achieve the specified 
outcomes and dividing it by 60.  It is normally 1. 

 
Evidence Requirements Statements that define the form of evidence required for 

someone to achieve the outcome. 
 
Evidence The nature of proof that is required to show a learner can 

demonstrate that they can meet the performance criteria.  
 
Learning Outcomes Statements describing those things that a learner is expected to 

be able to do, know or understand on completion of a learning 
process. 

 
Level Degree of complexity, learner autonomy and required range of 

achievement of unit derived from agreed level descriptors (see 
below). 

 
Performance Criteria  Statements that enable a judgement to be made about whether 

or not the learner has achieved the specified learning 
outcomes. 

 
Range Statements Statements that specify the circumstances and contexts in 

which the performance criteria are to be applied. 
 
Unit A coherent set of learning outcomes.  
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Autonomy, accountability 
and working with others 

Under supervision work alone 
or with others on 
straightforward tasks to 
achieve simple goals  

Contribute to the review of 
completed work and offer 
suggestions for improving 
practices and processes. 

Identify own strengths and 
weaknesses relative to the 
work. 

Work alone or with others on 
tasks with minimum 
supervision. 

Agree goals and 
responsibilities for self with 
supervisor. 

Take leadership responsibility 
for some tasks. 

Show an awareness for others 
when carrying out work and 
contribute to the improvement 
of processes. 

Take responsibility for the 
carrying out of a range of 
routine activities. 

Lead established teams in 
routine work and supervise 
others 

Manage a limited range of 
resources.  

Take a significant role in the 
improvement of processes. 

Communication, ICT 
and numeracy skills 

Use straightforward skills- 
in familiar circumstances 
to: 

• Produce and respond to 
simple but detailed 
written and oral 
communication  

• Process and obtain 
information 

• Perform simple 
numerical and graphical 
data tasks 

Use a range of routine 
skills:  

• Produce and respond to 
detailed written and oral 
communication  

• Process, obtain and 
combine information 

• Perform numerical and 
graphical data tasks, 
which have some 
complex features 

Use a wide range of skills 
to: 

• Produce and respond to 
detailed and relatively 
complex written and 
oral communication  

• Process, obtain and 
combine information 

• Perform complex 
numerical and graphical 
data tasks 

Critical thinking 

Follow a given step by 
step approach to simple 
problem solving 

Identify and/or take 
account of some of the 
consequences of 
action/inaction. 

 

Use a problem solving 
approach to deal with a 
straightforward situation  

Draw conclusions from 
actions/inactions 

Obtain, organise and 
use factual and 
theoretical information in 
problem solving. 

Make generalisations 
and predictions. 

Draw conclusions and 
suggest solutions. 

 

Skills 

Use a limited range of 
skills to undertake 
straightforward tasks. 

Select and use, with 
guidance, appropriate 
tools and materials 
safely and effectively. 

Complete some routine 
and non-routine tasks 
using knowledge 
associated with a 
subject/discipline 

Plan and organise 
tasks, selecting 
appropriate tools, 
adjusting them and 
using safely, effectively 
(with no waste) 

Complete some routine 
tasks in difficult 
circumstances 

Plan and adapt skills to 
solve problems 

Knowledge and 
understanding 

Basic factual 
knowledge and ideas 

Recognise basic 
processes, materials 
and terminology 

 

Mostly factual 
knowledge with some 
theory 

Understanding of basic 
processes, materials 
and terminology  

Ability to apply 
knowledge to practical 
contexts 

 

Broad knowledge of a 
subject  

or 

A deep understanding 
of the practical aspects 
of a discipline  

Ability to apply 
knowledge and 
understanding to 
everyday applications. 

Romanian 
Level 

1 

2 

3 
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Appendix 2: Examples of Action Verbs for Learning Outcomes 
 
1 adapt to modify or change 
2 adjust to place in the correct relationship (usually 

applied to setting up equipment) 

3 advise to recommend or suggest 
4 allocate to give a portion a share 
5 analyse to separate into component parts 

6 apply to put to use 
7 assemble to put together the parts of... 

8 assess to decide the value of (usually information or 
evidence) 

9 calculate to count or reckon mathematically 
10 calibrate to adjust (usually equipment or instruments) 

against a specification 
11 care to look after, tend or nurse 

12 create to originate or conceive 
13 chair to manage the process of a meeting 

14 check to compare against a specification 
15 collate to bring together and place in order 
16 collect to assemble (usually information) 

17 compare to identify similarity or dissimilarity 
18 compile to collect together written material 

19 conclude to settle or arrange finally 
20 confirm to ratify or verify 

21 contact to get in touch with 
22 contribute to share or participate in 
23 control to regulate or act in authority 

to manage a process or operation 

24 create to develop from new 
25 cultivate to prepare soil for plants 
26 defend to guard, protect or mantain against attack 

27 define to fix the bounds or limits of 
28 design to form a plan, to produce a graphical 

specification of an object (building, article of 
clothing etc.) 

29 determine to define limits, to identify, to decide, to resolve 
(in contracts) 

30 develop to evolve to a more desirable state 
31 draft to produce (drawings or text) in preliminary form 
32 draw up to compose or put into shape (often associated 

with contracts) 
33 establish to set up or create, to place in a fixed position, 

to confirm 
34 estimate to make a rough calculation, usually without a 

measuring instrument 
35 evaluate to determine the value of 
36 formulate to state or express in a clear or definite form 
37 identify to find out, to establish identity 
38 implement to put into practice, to introduce 
39 improve to make better 
40 initiate to begin or originate 
41 inspect to examine 
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42 integrate to make up parts into a whole 
43 interpret to extract meaning from (usually text), to 

express in a different language 
44 investigate to inquire or examine systematically 
45 justify to prove or show to be right 

46 mantain to preserve or retain in the same state 
47 match to find an equal or counterpart 
48 modify to change the form or quantity of 
49 monitor to keep track of a process 
50 negotiate to come to terms with others by agreeing 
51 optimise to achieve the best balance between two or 

more competing parts 
52 organise to arrange by planning and coordination 
53 plan to formulate a scheme or method to achieve an 

objective 
54 prepare to make ready, to put together resources 

55 present to introduce (information) formally 
56 prioritise to place in order of rank or importance 

57 process to engage in a series of operations or changes 
58 procure to obtain (goods and services) 
59 produce to bring into being 
60 programme to plan a sequence of actions 
61 propose to offer for consideration or acceptance 

62 protect to shield from danger 
63 provide feedback to return information to a source for control or 

alteration 
64 provide information to offer facts and opinions to others 

65 recommend to suggest as suitable for acceptance 
66 record to account for events (usually in written form) 

67 regulate to apply a control or rule 
68 repair to return something to its optimum/working state 
69 report to prepare and present an account, usually 

formally 

70 represent to serve as an authorised delegate or agent 
71 schedule to plan, timetable or programme 
72 secure to establish in safety, to obtain goods and 

services 
73 select to choose one or more from several 

74 set up to make ready for use 
75 specify to set down as a requirement 

76 store to put away for future use 
77 summarise to present a condensed version 

78 synthesise to make a whole out of parts 
79 test to determine fitness for purpose 
80 validate to ratify, to confirm 

81 verify to assert or prove to be true 
82 welcome to receive with kindness or pleasure 

 


