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Specification (Syllabus)  Development Process 
 

BCE is committed to a specification development process that provides opportunities for consultation, 

establishes achievable timelines and ensures quality specifications. 

 

The process, using a project management approach, involves four phases: 

1.  Specification review 

2.  Drafting Development  

3.  Specification development 

4.  Implementation. 
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Phase 2: Drafting Development 
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Phase 4: Implementation 

 

 

 

  

 

 

Phase 3: Specification Development 

 

Major features of the process are: 

 Advice is sought at key points from BCE Centres, significant individuals and organisations. In 

particular, industry changes play an important role. 

 The CEO with the help of the Development Manager appoints the Programme Design & Review Panel. 

The Development Manager assists with the monitoring and quality assurance role. The panel reports 

directly to the CEO on the quality of the material produced and ensure the integrity of the specification 

development process. 

 The Panel selects the project manager who manages the specification development project, developing 

the initial proposal, establishing consultative networks, managing consultation, drafting and revising 

specification documentation. Panel members will, at various stages of the specification, curriculum and 

Student Manual development process, include Programme Development & Services (Assessors and 

Quality Control). 

 All Panel personnel are contracted writers. BCE maintains a register of writers. To be considered for 

appointment as writers, personnel demonstrate knowledge and expertise in relevant Business & 

Computing fields. 



 

The Specification Development Process 

Phase 1:  SPECIFICATION REVIEW 

 

Purpose: A review of the existing specification provision and a plan for the revision 

or development of the specification. 

 

Following consideration of relevant data, knowledge and reviews, BCE determines 

whether a review of existing specification provision will be conducted.  The review 

phase will typically involve: 

• establishment of a Programme Design & Review Panel to be involved with the 

specification development process  

• The Project Manager to monitor and provide advice throughout the project 

• establishment of the project plan which includes consultation and a timeline 

• evaluation of the existing specification against the specification criteria  

• discussing and reviewing the weaknesses of existing specification and the 

general directions for the new specification development 

• review of UK literature and practice and other countries 

• produce a recommendation on the broad directions for specification revision or 

development in response to the BCE review findings  

• CEO endorsement of broad directions for specification revision or development  

• proposed dates of qualification/unit withdrawal/introductory 

 

Outcomes 

• endorsement by the CEO of the broad directions for specification revision or 

development 

• information provided to senior officers about the consultation and timeline for 

the specification revision or development. 

• qualification/unit withdrawal/introductory timeline 

 

Phase 2:  DRAFTING DEVELOPMENT 

 

Purpose: The development of the draft specification that takes account of the broad 

directions established during the specification review phase. 

 

This phase will typically involve 

• preparation of a draft writing, taking into account information from consultation 

and research undertaken during the previous phase 

• Meetings, involving: 

- CEO 

- other professionals who might have been asked to  

- other relevant staff 

• identification of major items to be included 

• submission of the draft writing  

• a briefing session with management 

• agreement/timeline to meet for consideration of amendments 

• qualification/unit withdrawal/introductory notification dates 

 

Outcomes 

• a written document which provides the detailed blueprint for the development of 

the specification 

• preparation of the draft specification package 

• date for major discussion, analysis against which the final specification will be 

produced 

• qualification/unit introductory/withdrawal notification timescale 

  



 

Phase 4: IMPLEMENTATION 

Purpose: Implementation of the specification is conducted by BCE Centres.  The  

Programme Development & Services and Administration’s role is the on-going 

collection of data on the use of the specification to ascertain whether the intentions of 

the specification are being achieved. 

 

This phase will typically involve: 

• collection, collation and analysis of data on the use of the specification 

• routine reports to the CEO 

• identification and recording of issues that need to be taken into account in 

subsequent specification revision. 

 

Outcomes 

• Data on the use of the specification that can be used to inform a future 

specification review. 

• Annual reviews/action plans 

 

Phase 3: SPECIFICATION DEVELOPMENT 

Purpose:  The development of the specification package as defined by the project 

plan. 

 

This phase will typically involve: 

• distribution of a draft specification package for consultation to: (senior officers, 

stakeholder members) 

• arrangement for a consultation meeting where the writer defends his/her work 

• preparation of a report that identifies issues emerging from the consultation 

meeting and the action to be taken in response to those issues 

• modification of the draft specification package in response to consultation 

feedback 

• editing, design, layout and printing of the approved specification package 

• consideration of the amended draft specification package by the Panel  

• submission of the amended specification package 

• arrangement for final consultation meeting highlighting amendments 

• submission of the specification to the Project Manager for approval 

• briefing of senior officers to effect handover of specification package for 

implementation in BCE Centres 

• distribution of the specification package to BCE Centres. 

• publishing of the specification package on the BCE web site 

 

Outcomes 

• Amendments made 

• A specification approved by senior officers 

• Publication and distribution of the specification package. 

• Lifetime of qualification  

 

 



 

Programme Design & Review Panel Membership 

 Chief Executive Officer 

 Programme Development Manager 

 2 External Consultants (one to write the other to challenge the work done) 

 other stakeholders 

 

Role 

The role of Programme Development Manager is to: 

 provide advice to project teams at defined stages throughout the project; 

 provide advice on the groups or individuals to be consulted during the development of the specification; 

 review documentation prepared during the specification development process; 

 recommend specification documents to the CEO for endorsement. 

 

The CEO will advise the Board of Advisors on: 

 whether the agreed processes have been followed; 

 whether due attention has been given to the views identified during consultation; 

 whether the specification development processes have been followed; 

 the quality of the specification package 

 

External Consultants/Project Teams 

Project teams will comprise various personnel from the industry with relevant qualifications contracted to do the work. 

Project Manager, from the specification development project membership panel will: 

 coordinate and manage the production of a specification development proposal, writing brief and draft 

specification package by the project team; 

 inform the panel on issues identified during consultation; 

 co-ordinate research to evaluate particular syllabuses and make appropriate recommendations to the CEO 

 receive and act on advice from the consultative network, including: 

o Programme Development Manager 

o CEO 

o Board of Advisors 

 

Selection and appointment of Panel members will be undertaken by the CEO. 

 

 


