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Laois and Offaly ETB
Programme Descriptor for 

Employability Skills 

Leading to 

Level 3 QQI Certificate in Employability Skills 3M0935
Introduction

In October 2010 the Further Education and Training Awards Council (QQI) published new Level 3 Common Awards. The existing Level 3 QQI (NCVA) Awards will be deactivated in December 2011. Consequently, from December 2011 it will no longer be possible for Providers to request certification for Learners for the deactivated awards. 

It is a requirement of QQI that programmes leading to the new Common Awards must be developed by or on behalf of a QQI registered Provider and validated by QQI prior to the programmes being offered to a Learner. In response to this, Laois and Offaly ETB developed a programme called Employability Skills leading to the Level 3 QQI Certificate in Employability Skills 3M0935. 

The information relating to this programme is contained in this programme descriptor. The role of the descriptor is to provide Teachers/Tutors with all the information pertaining to the programme, including; programme profile, Learner profile, programme objectives, entry criteria, facilities for transfer and progression, programme duration, delivery modes and methodologies, Learner supports, programme review schedule, programme structure and assessment information. 

Programme Profile 

This programme has been designed to lead to the Level 3 QQI Certificate in Employability Skills 3M0935. The overall aim of the programme is to provide Learners with the skills required not only to gain employment, but also to improve their generic skills, capabilities and key competencies including their communication, numeracy and ICT skills and to have the opportunity to learn new skills that may have a personal relevance to the Learner. 

There are 20 programme modules in this programme.  Upon successful completion of a minimum of 6 programme modules a Learner will have achieved the required 60 credits for a Level 3 QQI Major Award.

The programme may be offered to Learners on a full time or a part time basis and has been designed to be sufficiently flexible so that it may meet the needs of Learners who access programmes through many different avenues in Laois and Offaly ETB. Overall the programme is based on duration of 600 hours, to include both class contact time and the Learner’s self-directed learning.  

Upon successful completion of this programme, a Learner will have many transfer and progression options available to him/her. The Learner may transfer to a programme leading to certification in one of the other Level 3 QQI Major or Special Purpose Awards either with Laois and Offaly ETB or another QQI registered Provider. Similarly, the Learner may progress to a programme leading to a Level 4 QQI award, again with Laois and Offaly ETB or another QQI registered Provider.

Learner Profile 

It is expected that Learners availing of this programme will come from diverse social, educational and cultural backgrounds. This may include those of all ages who have not completed formal second level education, people who are educationally disadvantaged or have gaps in their educational achievement to date and those who wish to return to learning.

Learners will have appropriate reading, writing and numeracy skills. It is therefore expected that Learners availing of this programme will be at the levels of knowledge, skill and competence associated with the National Framework of Qualifications (NFQ) Level 2. 

The Learner participating in this programme will have expressed an interest in improving their literacy, numeracy, ICT and planning skills and will be willing to learn skills in new areas such as a Career Preparation/ Retail Industry Knowledge/ Self Employability Skills                              
The Learner will be able to take some responsibility for their own learning and demonstrate some autonomy in a classroom setting where there is supervision and direction.

Programme Objectives 

· To provide a programme of learning that is general in nature and flexible in structure so that Learners have the maximum opportunity to improve their literacy, numeracy, ICT and career planning skills while participating in the programme

· To facilitate the Learner to explore new areas such as Desktop Publishing, with a view to developing new skills and exploring things that may interest the Learner in future programmes

· To enhance the Learner’s confidence in their abilities to use their skills to reach their potential

· To assist the Learner in developing their interpersonal, communication, team working, time keeping and time management skills 
· To provide a sound base and foundation of learning that will afford the Learner the opportunity to progress to other programmes leading to awards at Level 4
Entry Criteria 

Learners who either have successfully completed a programme leading to a Level 2 QQI Certificate OR demonstrate the levels of knowledge, skill and competence associated with NFQ Level 2 will be eligible to apply for entry to this programme. 

In order for a Learner to have a realistic chance of achieving the standard of a Level 3 award, it is expected that the Learner should be able to:

· demonstrate appropriate reading, writing and numeracy skills

· follow straightforward instruction in a classroom setting

· perform relatively simple work related tasks

· participate on the programme
· have the ability to take some responsibility for their own learning
Programme Duration

The programme may be offered on a full time or part time basis, depending on the needs of the Learner and the funding mechanism available to support the programme delivery. 

The programme is based around an overall duration of 600 hours to achieve a minimum of 60 credits. This duration includes time for both self-directed learning by the Learner and direct learning activities provided by Laois and Offaly ETB. 

For Learners following the programme on a full time basis it is expected that the Learner may achieve certification in the Major Award within one academic year. Learners participating in Youthreach, Prisoner Education or Traveller Training schemes may complete the programme and achieve certification in this timeframe.

For Learners following the programme on a part time basis the duration to complete the programme will depend on how many programme modules the Learner undertakes within a specified timeframe. This will be determined by the mechanism used to make the programme available to Learners. For example, Learners participating in Adult Basic Education, Literacy, Community Education and BTEI schemes may complete only one or two programme modules each year and will build credits over time. 

It is the intention of Laois and Offaly ETB to ensure that a Learner has the facility to complete the programme in its entirety over a maximum of three academic years where the programme is undertaken on a part time basis.  This programme is structured so that there is flexibility for Learners who do not wish to complete the whole programme and only have an interest in completing one or more programme modules. In this case a Learner may achieve a QQI Component Certificate.

Delivery Mode

In the main this programme will be centre based and therefore will be delivered in a classroom. 

Laois and Offaly ETB may also deliver the programme in the workplace for employers who have an agreement with the ETB for this service.

Delivery Methodologies 

The delivery methodologies have been chosen based on the needs and profile of the Learner together with the themes and content of the various programme modules making up this programme. The following are the appropriate delivery methodologies to be employed in delivering this programme:

· directed learning experiences in the classroom setting

· group discussions and interactions to tease out programme content

· practical sessions using the computer and appropriate software applications

· one-to-one delivery where appropriate, for example, literacy Learners

· self-directed learning where the Learner has the opportunity to put in practice what is being learned in the classroom

· work based training where appropriate

Programme Structure
Laois and Offaly ETB will offer a programme that will afford the Learner the opportunity to achieve the Level 3 Certificate in Employability Skills (3M0935)
In order to achieve certification in this Major Award, a Learner must achieve a minimum of 60 credits to satisfy the following QQI award structure: 

	A minimum credit value of 10 from the following components

3N0564

               Personal and Interpersonal Skills            10 credits

3N0565 

Personal Effectiveness

             10 credits

3N0880

               Communications

             10 credits

A minimum credit value of 10 from the following components

3N0896 

Career Preparation 


10 credits

3N0587 

Work Experience


10 credits

A minimum credit value of 10 from the following components

3N0588 

Word Processing


10 credits

3N0542 

Spreadsheets



10 credits

3N0550 

Database



10 credits

3N0551 

Desktop Publishing


10 credits

3N0931 

Internet Skills



10 credits

3N0881 

Computer Literacy


10 credits

A minimum credit value of 5 from the following components

3N0929 

Mathematics



10 credits

3N0928 

Application of Number 

               5 credits

3N0930 

Functional Mathematics

5 credits

The remaining 25 credits can be obtained by using relevant Component(s) from Level 3. A maximum of 10 credits may be used from EITHER level 2 OR level 4.


Within the programme, Employability Skills, there are a few combinations of programme modules that will afford the Learner the opportunity to achieve certification in the Major award. The following table outlines which programme modules are compulsory and which are optional and how the programme modules must be combined to ensure that the Learner has the correct combination of Components to achieve certification in the Major Award
In structuring this programme, all the learning outcomes from one Component will be met by one programme module, as follows: 
	Programme 
Module Title
	Compulsory 
or Optional
	Duration in Hours
	QQI Component Title, 
Code and Credit Value
	Assessment Technique

	A minimum credit value of 10 credits from the following components

	Personal & Interpersonal Skills
	Optional
	100
	Personal & Interpersonal Skills

10 credits
	Collection of Work (100%)

	Personal Effectiveness Skills
	Optional
	100


	Personal Effectiveness 3N0565

10 credits
	Collection of Work (100%)



	Communications 
	Optional
	100
	Communications 

3N0880

10 credits
	Collection of Work (100%)



	A minimum credit value of 10 credits from the following components

	Career Preparation
	Optional
	100
	Career Preparation

3N0896

10 credits
	Collection of Work (100%)



	Work Experience
	Optional
	100
	Work Experience

3N0587

10 credits
	Collection of Work (100%)

	A minimum of 1 programme module from the following list must be included

	Word Processing 
	Optional
	100
	Word Processing

 3N0588

10 credits
	Collection of Work (60%)

Skills Demonstration (40%)

	Spreadsheets
	Optional
	100
	Spreadsheets

3N0542

10 credits
	Collection of Work (60%)

Skills Demonstration (40%)

	Database
	Optional
	100
	Database 

3N0550

10 credits
	Collection of Work (60%)

Skills Demonstration (40%)

	Desktop Publishing 
	Optional
	100
	Desktop Publishing 

3N0551

10 credits
	Collection of Work (60%)

Skills Demonstration (40%)

	Internet Skills
	Optional
	100
	Internet Skills

3N0931

10 credits
	Collection of Work (60%)

Skills Demonstration (40%)



	Computer Literacy 
	Optional
	100
	Computer Literacy
 3N0881

10 credits
	Collection of Work (60%)

Skills Demonstration (40%)

	A minimum credit value of 5 from the following components

	Mathematics
	Optional
	100
	Mathematics

3N0929

10 credits
	Collection of Work (100%)

	Application of Number 
	Optional
	50
	Application of Number 
3N0928

5 credits
	Collection of Work (100%)



	Functional Mathematics
	Optional
	50
	Functional Mathematics 3N0930

5 credits
	Collection of Work (100%)



	The remaining 25 credits may be achieved by including one of the programme modules from the list below which was not already included:

	Office Procedures 3N0888 10 credits

Recording Sales and Purchases 3N0575 10 credits

Retail Industry Knowledge 3N0592 5 credits

Self-Employability Skills 3N0894 10 credits

Health & Safety Awareness 3N0532 10 credits

Spanish 3N868 10 credits

	Total Credits Required for Certification in the Major Award
	60 credits


Programme Review Schedule

This programme will be reviewed annually. It is the intention of Laois and Offaly ETB to conduct the first review when the first cohort of Learners has completed the programme, been assessed and achieved certification.  The review process will adhere to Laois and Offaly ETB quality assurance policy B5 Programme Development, Delivery and Review and associated procedures. 

Transfer and Progression

Learners from Laois and Offaly ETB may transfer to programmes offered by other QQI registered Providers. Learners who successfully complete a programme leading to Level 3 QQI certification may progress to a programme leading to the Level 4 QQI (NCVA) Award in General Vocational Studies. 

It is the intention of Laois and Offaly ETB to develop programmes leading to the new Level 4 QQI common awards once they are published. Once these programmes are developed by Laois and Offaly ETB and validated by QQI, Learners who successfully complete a programme leading to Level 3 QQI certification may also access these new programmes.

Learner Supports 

The following Learner supports and resources will be available to Learners participating in this programme:

· adult and career guidance

· access to computers and other I.T. equipment

· literacy and numeracy support

· reasonable accommodations where appropriate

· advocacy support

Specific Validation Requirements and Specific Resources 

There are no specific validation requirements associated with offering this programme to Learners. However, it is important that each Learner participating on the programme has access to a fully functioning computer with appropriate software applications available. Where Internet Skills and IT based programme modules are chosen, the Learner should have the use of a fast, reliable internet connection.

Assessment

All assessment activity will be conducted in line with Laois and Offaly ETB quality assurance policy B6 Fair and Consistent Assessment of Learners and all associated procedures.

In the Majority of cases the Teacher/Tutor will take on the role of Assessor when it comes to certifying a Learner’s work. There is specific information relating to assessment in each of the Programme Module Descriptors, including:

· the assessment technique to be used to assess the Learner

· the weighting for each piece of assessment

· the time allocated to allow the Learner complete the assessment, as appropriate to the assessment technique

· the format and context in which assessment is administered

· the assessment criteria to be used by the Assessor when marking the assessment evidence

An assessment portfolio must be completed by the Learner. Evidence included in the portfolio must be accompanied by an assessment brief. The brief outlines the set of instructions given by the Assessor to the Learner in order to guide the Learner in completing the assessment task(s).  

Each learning outcome must be evidenced in the portfolio of assessment. In order to avoid over assessment, it is only necessary to evidence each learning outcome once. 

Class work will not be included in the portfolio of assessment for certification purposes. Learners may produce a portfolio of coursework for their own use but this will not be considered when grading the Learner. 

Grading

At Level 3 a Learner is graded as Successful or Referred.

Successful means that ALL the learning outcomes from the Component Specification have been demonstrated to an appropriate standard in the Learner’s portfolio of assessment.

Referred means that the portfolio of assessment needs further work by the Learner before s/he can demonstrate the standard and achieve certification from QQI.

Recording Assessment
There are marking sheets included at the back of each of the programme module descriptors for this programme. One marking sheet should be completed per programme module, per Learner. In completing the marking sheets, the Assessor should highlight where in the portfolio of assessment evidence for each learning outcome can be found. This will enable the External Authenticator to cross match the Learner’s portfolio of assessment with each learning outcome and be satisfied that each learning outcome has been achieved.
Integration
Where there is overlap between the content of two or more programme modules, a Teacher may integrate the delivery of this content.
Similarly, integration may also be used where there is an opportunity for a Learner to produce one piece of assessment evidence which demonstrates learning outcomes from more than one programme module. This means the Learner will produce fewer pieces of assessment while still demonstrating the required standard for all the learning outcomes included in the programme.

It is important that the assessment evidence is assessed in line with the criteria of each relevant programme module. 

A Teacher/Assessor may identify opportunities to integrate delivery and assessment across programme modules and this is encouraged by Laois and Offaly ETB. 
The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the result recorded here has been transcribed to the Summary Results Sheet

External Authenticator's Signature: ................................. Date: .............
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