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Laois and Offaly ETB

Programme Module for 

Participating in the World of Work
leading to 

Level 4 QQI  

Work Practice 4N1170

Introduction

This programme module may be delivered as a stand-alone module leading to certification in a QQI minor award. It may also be delivered as part of an overall validated programme leading to a Level 4 QQI Certificate. 
The teacher/tutor should familiarise themselves with the information contained in Laois and Offaly ETB’s programme descriptor for the relevant validated programme prior to delivering this programme module.

The programme module is structured as follows:

	1. Title of Programme Module

	2. QQI Component Title and Code

	3. Duration in hours

	4. Credit Value of QQI Component

	5. Status

	6. Special Requirements

	7. Aim of the Programme Module

	8. Objectives of the Programme Module

	9. Learning Outcomes

	10. Indicative Content

	11. Assessment

a. Assessment Technique(s)

b. Mapping of Learning Outcomes to Assessment Technique(s)

c. Guidelines for Assessment Activities

	12. Grading

	13. Learner Marking Sheet(s), including Assessment Criteria


Integrated Delivery and Assessment
The teacher/tutor is encouraged to integrate the delivery of content where an overlap between content of this programme module and one or more other programme modules is identified. This programme module will facilitate the learner to develop language, literacy and numeracy skills relevant to the themes and content of the module. 
Likewise the teacher/tutor is encouraged to integrate assessment where there is an opportunity to facilitate a learner to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one programme module. The integration of the delivery and assessment of level 4 Communications and level 4 Mathematics modules with that of other level 4 modules is specifically encouraged. 

Structured communication and teamwork is encouraged between the teacher/tutor delivering this programme module and the language, literacy, numeracy and learning support teacher/tutor, as appropriate, to facilitate the learner in completing the programme module and achieving certification in the award.

Indicative Content

The indicative content in Section 10 does not cover all teaching possibilities. The teacher/tutor is encouraged to be creative in devising and implementing other approaches, as appropriate. The use of examples is there to provide suggestions. The teacher/tutor is free to use other examples, as appropriate. The indicative content ensures all learning outcomes are addressed but it may not follow the same sequence as that in which the learning outcomes are listed in Section 9. It is the teacher’s/tutor’s responsibility to ensure that all learning outcomes are included in the delivery of this programme module.
1. Title of Programme Module
        Participating in the World of Work
2. Component Name and Code 

       Work Practice 4N1170


3. Duration in Hours

       150 Hours (typical learner effort, to include both directed and self directed learning)


4. Credit Value

       15 Credits


5. Status

      This programme module may be compulsory or optional within the context of the validated           programme.  Please refer to the relevant programme descriptor, Section 9 Programme Structure


6. Special Requirements

       None

7. Aim of the Programme Module

This programme module aims to provide the learner with the knowledge, skill and competence to work within an organisation or specific vocational context with some independence while     under direction. 

8. Objectives of the Programme Module
· To develop an understanding of the organisation (work placements) internal policies and procedures pertinent to their own role and responsibilities.

· To develop the learner’s ability to carry out work related tasks and responsibilities, and respond appropriately to instructions.
·  To provide the learner with the opportunity to reflect on and review their work placement experience in order to inform future career choices.
· To assist the learner to develop the language, literacy and numeracy skills related to the workplace through the medium of the module themes and content.
· To enable the learner to take responsibility for their own learning.


9. Learning Outcomes of Level 4 Work Practice 4N1170
Learners will be able to:

1. Outline the main features of the organisation or work place: to include size, status (public, private, voluntary, other), type of staff and general culture

2. Describe some of the current issues and challenges affecting the workplace, to include some reference where relevant to local, national and global issues

3. Explain the main legislation and regulations relevant to the place of work: to include health, safety and welfare at work and basic rights of the employee

4. Outline the organisations internal policies and procedures pertinent to own role and responsibilities

5. Maintain a record of vocational related activities and tasks carried out during a minimum 1-month work practice placement

6. Use effective communication skills in the workplace, to include taking and clarifying instructions, use of basic communication technologies and interaction with others in small groups or teams as appropriate

7. Access information needed for work-based tasks, to include awareness of possible sources and questioning colleagues and or supervisors as appropriate, to carry out an effective search or request

8. Carry out assigned tasks and responsibilities, responding appropriately to instructions and respecting colleagues and others

9. Comply with the organisations policies and procedures

10. Participate as a member of the organisation and or team, exercising proper procedures while working under direction

11. Review personal work practice and performance identifying personal strengths and areas for improvement

10. Indicative Content 

This section provides suggestions for programme content but is not intended to be prescriptive. The programme module can be delivered through classroom based learning activities, group discussions, one-to-one tutorials, field trips, case studies, role play and other suitable activities, as appropriate.

A minimum of one month work practice placement must be completed in an established organisation that has been deemed suitable to provide appropriate work practice placement. The work practice placement may be paid or voluntary and may take place in the private sector, community or public sector. A trial day may be included in the total one month. At level 4, work placement involves the learner participating in the workplace under supervision and with centre support. While the learner does not have the responsibility of an employee, they are expected to participate actively in the workplace.

Section 1: Understanding the Organisation (or Workplace)
In order to help the learner achieve Learning Outcomes 1 and 2 in particular, consider doing the following.

Facilitate the learner to outline the main features of the organisation or workplace include:
· type of organisation:

· public

· private

· voluntary

· other

· status of organisation

· field in which it operates

· size of organisation

· staffing

· culture - different organisations have distinctive cultures. 
· the way they see and do things 
· culture gives an organisation a sense of identity – 
· who we are
· what we stand for
· what we do.

Facilitate the learner to explore and describe some of the current issues and challenges affecting the organisation or workplace include where relevant:
· local issues

· national issues

· global issues.

Section 2: Legislation and Regulations relevant to the Organisation (or Workplace)
In order to help the learner achieve Learning Outcomes 3 and 4 in particular, consider doing the following.

Facilitate the learner to explain the main legislation and regulations relevant to the organisation or place of work to include:

· Health, Safety and Welfare at Work rights and responsibilities, for example, by referring to the current legislation re: Health, Safety and Welfare at Work Act.
· Equality rights and responsibilities such as rights with regard to the current legislation re: Equality Act. 
· Rights and responsibilities with regard to pay-related matters such as employers responsibility to ensure all your employees receive certain basic employment rights for example annual leave, maternity leave
Facilitate the learner to find out about the organisations internal policies and procedures pertinent to their own role and responsibilities.

· Consider that it may be helpful for the learner to understand and identify:

· Policies that affect the learner s role and responsibilities within the work placement. procedures
·  explore with the learner:

· their job description

· health and safety in the workplace

· staff handbook (if one is available)

Section 3:  Participation in the Work Placement
In order to help the learner achieve Learning Outcomes 6 to 10 in particular, consider doing the following.

Facilitate the learner to participate in a work placement (a minimum of four weeks or 140 hours) where the learner will:

· arrive at work on agreed days and on time

· wear suitable dress and be suitably presented

· comply with the organisations policies and procedures 
· comply with health and safety regulations and other procedures

· communicate, respect and interact with work colleagues and the public in an effective manner

· respond appropriately to instructions

· seek clarification where necessary

· carry out assigned tasks and responsibilities to a good standard
· participate as a member of the organisation and or team 
· exercise proper procedures while working under direction
· use basic communication technologies where necessary in the work place
Facilitate the leaner to explore and list the most effective way to access information needed for work based tasks to include:
· awareness of different sources of information to carry out an effective search or request

· asking questions of colleagues

· asking questions of supervisors

· reading information/ directions if supplied in paper format or online
Section 4: Learner Record 

In order to help the learner achieve Learning Outcomes 5 and 11 in particular, consider doing the following.

Facilitate the learner to keep a record of vocational related activities and tasks carried out during their work placement consider:
· organisation or work place name 

· job description 

· type and variety of work and tasks

· use of technology for work

· meetings

· communication with colleagues (and public if part of job)
Facilitate the learner to review and record personal work practice and performance
· reflecting on and reviewing the work practice
· identifying personal achievements and positive outcomes during the placement, and determining the skills, attributes and strengths utilised by the learner

· determining challenges experienced and if or how they were overcome

· Identifying what progress was made on achieving learning goals and action points 

· Identifying what was learned while on placement  

11. Assessment
11a.
Assessment Techniques

Check your Component Specification, section Assessment Techniques, to identify the technique(s) that must be used to assess the learner’s assessment evidence and for the related weighting for each technique. Insert that information here, for example:

Collection of Work
40%

Learner Record

60%

11b.
Mapping of Learning Outcomes to Assessment Techniques

In order to ensure that the learner is facilitated to demonstrate the achievement of all learning outcomes from the component specification; each learning outcome is mapped to an assessment technique(s). This mapping should not restrict an assessor from taking an integrated approach to assessment.

	Learning Outcome
	Assessment Technique

	1. Outline the main features of the organisation or work place: to include size, status (public, private, voluntary, other), type of staff and general culture


	Portfolio / Collection of Work

	2.  Describe some of the current issues and challenges affecting the       workplace, to include some reference where relevant to local, national and global issues


	Portfolio / Collection of Work

	3. Explain the main legislation and regulations relevant to the place of work: to include health, safety and welfare at work and basic rights of the employee


	Portfolio / Collection of Work

	4. Outline the organisations internal policies and procedures pertinent to own role and responsibilities


	Portfolio / Collection of Work

	5. Maintain a record of vocational related activities and tasks carried out during a minimum 1 month work practice placement


	Learner Record

	6. Use effective communication skills in the workplace, to include taking and clarifying instructions, use of basic communication technologies and interaction with others in small groups or teams as appropriate


	Learner Record

	7. Access information needed for work-based tasks, to include awareness of possible sources and questioning colleagues and or supervisors as appropriate, to carry out an effective search or request


	Learner Record

	8. Carry out assigned tasks and responsibilities, responding appropriately to instructions and respecting colleagues and others


	Learner Record

	9. Comply with the organisations policies and procedures
	Learner Record

	10. Participate as a member of the organisation and or team, exercising proper procedures while working under direction


	Learner Record

	11. Review personal work practice and performance identifying personal strengths and areas for improvement


	Learner Record


11c.  
Guidelines for Assessment Activities
The assessor is required to devise assessment briefs and marking schemes for the collection of work and assignment. In devising the assessment briefs care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of ALL the learning outcomes. 
Assessment briefs may be designed to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate. Quality assured procedures must be in place to ensure the reliability of learner evidence.
	Portfolio / Collection of Work

	40%

	The portfolio / collection of work may be produced throughout the duration of this programme


	The learner will compile a collection of work to include evidence that demonstrates the following:
evidence of understanding the organisation or workplace to include:
· a developed description of the organisation or workplace 
· the main features of the organisation / workplace

· the current issues and affecting the organisation / workplace

include reference to:

· local, national and global issues
evidence of understanding legislation and regulations pertinent to the work placement to include:
· a description of the organisations

· health and safety polices
· equality rights and responsibilities

· basic employment rights

· a description of policies and procedures pertinent to their own role and responsibilities

Evidence for this assessment technique may take the form of worksheets, diagrams, cloze tests, multiple choice statements or other appropriate evidence in the form of written, oral, graphic, audio, visual or any combination of these.  Any audio or video evidence must be provided in a suitable format.
All instructions for the learner must be clearly outlined in an assessment brief.



	Learner Record
	60%

	The assignment will take the form of a learner record which relates specifically to the work placement and may be produced throughout the duration of this programme

	The learner record (which can take the form of a diary) should contain:

clear evidence of participation in the workplace to include:
· a summary description of organisation
· learner job description includes:
· type and variety of tasks
· work timetable

· working with colleagues include:
· meetings

· reflecting on and reviewing work practice

· identifying personal achievements and positive outcomes during placement include:

· attributes

· strengths

· skills

· identifying challenges experienced and if or how they were overcome.
· identify what was learnt while on placement and how the learner can use this in the future.

· identify where and how effective communication was used in the workplace 

give examples of:

· taking and clarifying instructions

· interacting with others in small groups / teams as appropriate

· use of communication technologies in the work place.

Evidence for this assessment technique may take the form of worksheets, diagrams, cloze tests, multiple choice statements or other appropriate evidence in the form of written, oral, graphic, audio, visual or any combination of these.  Any audio or video evidence must be provided in a suitable format.
All instructions for the learner must be clearly outlined in an assessment brief.



12. Grading

Distinction: 
80% - 100% 

Merit:

65% - 79%

Pass: 

50% - 64%

Unsuccessful:
0% - 49%

At levels 4, 5 and 6 major and minor awards will be graded. The grade achieved for the major award will be determined by the grades achieved in the minor awards.

	Work Practice
4N1170

	Learner Marking Sheet

Portfolio / Collection of Work 40%



Learner’s Name: ________________________________


	Assessment Criteria
	Maximum Mark
	Learner Mark

	Evidence of understanding the organisation or workplace to include:
· a clear developed description of the organisation or workplace (10 marks)
· the main features of the organisation / workplace (5 marks)
· the current issues affecting the organisation / workplace
(local, national and global issues) (5 marks)

	20
	

	

Evidence of understanding legislation and regulations pertinent to the work placement to include:
· a clear description of the organisations

· health and safety polices (4.5 marks)
· equality rights and responsibilities (4.5 marks)
· basic employment rights (4.5 marks)
· a clear description of policies and procedures pertinent to own role and responsibilities (6.5 marks)

	20
	

	Total Mark

	40
	


NO ROUNDING OF MARKS

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 marks awarded here have been transcribed to the Summary Results Sheet

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

	Work Practice
4N1170

	Learner Marking Sheet

Learner Record 60%



Learner’s Name: ________________________________


	Assessment Criteria


	Maximum Mark
	Learner Mark

	Learner Record
The learner record (which can take the form of a diary) should contain:
clear evidence of participation in the workplace include: 
· Brief description of organisation (6 marks)
· Learner job description include:
· type and variety of tasks (5 marks)
· work timetable (5 marks)
· Working with colleagues include:

· meetings (4 marks)
	20
	

	· Reflecting on and reviewing work practice (8 marks)
· Identifying personal achievements and positive outcomes during placement include:

· attributes (4 marks)
· strengths (4 marks)
· skills (4 marks)
	20
	

	· Identifying challenges experienced and if or how they were overcome (6 marks)
· Identify what was learned while on placement and how the learner can use this in the future. (8 marks)
· Identify where and how effective communication was used in the workplace (6 marks)

give examples of:

· taking and clarifying instructions

· interacting with others in small groups / teams as appropriate

· use of communication technologies in the work place.
	20
	

	Total Mark

	60
	


NO ROUNDING OF MARKS

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 marks awarded here have been transcribed to the Summary Results Sheet

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