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Version Log for this Component
The most recent change and version is highlighted and listed first.  This is the version you should use in your delivery of the component.
	Version
	Effective Date
	Change

	1
	1st Sept 2023
	Updated Version of Module descriptor 
· Changes to weighting of Assessments: 
· Skills Demonstration now 60% 
· Collection of Work now 40% 
· Changes to mapping of LOs to Assessment techniques 
· Changes to Assessment Guidance & Assessment Criteria 
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Introduction
This programme module may be delivered as a standalone 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 5 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 Techniques
b. Mapping of Learning Outcomes to Assessment Techniques
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 the academic and vocational 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 5 Communications and level 5 Mathematics modules with that of other level 5 modules is specifically encouraged, as appropriate. 
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.
Title of Programme Module
Communications
Component Name and Code 
Communications 5N0690
Duration in Hours
150 Hours (typical learner effort, to include both directed and self-directed learning)
Credit Value
15 Credits 
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

Special Requirements
None
Aim of the Programme Module
This programme module aims to facilitate the learner to acquire communication skills relevant to vocational and personal development. 
Objectives of the Programme Module 
· To facilitate the learner to acquire communications skills relevant to vocational, personal and interpersonal development
· To assist the learner to explore the use of modern information and communications technology (ICT), in personal and vocational life.
· To enable the learner to develop an awareness of the essential role played by communications and relevant legislation in human interaction.
· To assist the learner to develop the academic and vocational language, literacy and/or numeracy skills related to Communications through the medium of the indicative content 
· To enable the learner to take responsibility for his/her own learning.
Learning Outcomes of Level 5 Communications 5N0690

Learners will be able to:
1. Analyse a range of current issues in communications and information technology

2. Summarise in practical terms the elements of legislation that must be observed in a personal and/or work context, to include health, safety and welfare at work and communications-related legislation

3. Use appropriate non-verbal and visual communication in personal- and work-related settings, to include one-to-one, in a group/team, and in formal and informal interaction

4. Demonstrate verbal skills appropriate to working under general direction, to include making a case and presenting a point of view in group discussion, formal meetings, interviews

5. Demonstrate listening skills appropriate to working under general direction, to include making eye contact, receiving and interpreting information, control of personal response

6. Use reading techniques appropriate to a task, to include skimming, obtaining an overview, identifying key points, critical evaluation, in depth analysis

7. Critique information from a range of complex written material, to include technical/ vocational, personal, literary, and written and visual media texts

8. Research a relevant vocational topic, to include use of primary and secondary sources, acknowledgement of sources, use of enquiry techniques and methods to establish validity and reliability

9. Use drafting, proofreading and editing skills to write a range of documents that follow the conventions of language usage (spelling, punctuation, syntax), to include creative writing, business proposals, correspondence, reports, memoranda, minutes, applications

10. Demonstrate communications styles and techniques relevant to different situations in work and leisure, to include one-to-one and group contexts in conversation, interview, oral presentation, question and answer session and for the purposes of persuading, advocacy and informing

11. Choose the appropriate communications technology to give and receive requests, instructions, suggestions, discussion and feedback in both work and leisure, to include a rationale for choosing one technology over another in different contexts and for different messages.

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,  case studies, role play and other suitable activities, as appropriate.

Section 1: Interpersonal Skills – Listening, Speaking and Non-Verbal Communication
Learning Outcomes 3, 4, 5 and 10

Consider with the learner the different elements of listening, for example:
· Hearing
· Understanding
· Retaining

Explore with the learner the types of listening used in a formal and an informal context for example:
· Informational listening
· Critical listening
· Relational listening
· Listening for pleasure
· Listening to interpret

Consider with the learner the difference between active and selective listening. 

Facilitate the learner to identify the behaviours required for effective listening, for example:
· Facial expressions
· Eye contact
· Control of own/personal responses 
· Concentration
· Focus
· Distinguish between important and non-essential information

Consider with the learner the different barriers that may affect successful listening, for example:
· Poor physical or mental state
· Disinterest in speaker
· Disinterest in the subject
· Perception of and/or prejudice about speaker or subject
· Noise or distractions in the listening environment
· Listener’s attention span
· Message too complex  
Explore with the learner the importance of effective listening and verbal skills, in ensuring effective communications in the workplace and personal life.   

Facilitate the learner to identify the skills required for effective verbal communications in personal and vocational life, for example: 
· Clarity of voice, pitch, tone, volume
· Pace, speed, articulation
· Body language used in a formal and informal context
· Formal v informal language
· Confidence
· The environment

Explore with the learner different forms of non-verbal communications in personal and vocational situations, for example:
· Visual communication
· Posture
· Clothing
· Facial expression
· Body language

Facilitate the learner to examine the use of visual communication for effective interpersonal communication, for example:
· To educate
· To advertise
· To inform
· To aid meaning
· To express ideas
· To persuade

Facilitate the learner to practice and demonstrate listening, verbal and non-verbal skills/techniques relevant to different situations in work and leisure, for example:
· Interviews
· Formal presentations
· Formal meetings
· Telephone Dialogues
· Group discussions
· Questions and Answer Sessions

Section 2: Reading and Writing - Learning Outcomes 6, 7, 8 and 9

Facilitate the learner to identify and develop their skills in a range of reading techniques relevant to the vocational area including: 
· Scanning 
· Skimming 
· Normal reading 
· Close reading
Facilitate the learner to explore and gain an understanding of the practical methods employed in identifying, extracting and critiquing key points of information from relevant vocational, professional and literary texts.
Based on a piece of writing, facilitate the learner to develop their scanning and skimming reading skills. Examples of sources may include: 
· Newspaper article 
· Magazine article 
· Trade magazine article 
· Academic article 
· Website 
· Journal article 

Support the learner in developing their scanning and skimming reading skills which will enable them to demonstrate the following: 
· Scanning and skimming a professional document
· Extracting key points from a document
· Summarizing key points in a document

Facilitate the learner to gain a practical understanding of various writing skills, for example:
· Syntax, Grammar and Punctuation 
· Signposting 
· Drafting and redrafting
· Editing

Identify with the learner the different types of writing, for example:
· Instructive Writing 
· Descriptive Writing 
· Narrative Writing 
· Persuasive Writing 
· Creative Writing
· Academic Writing
· Business Writing
· Personal Writing
Identify with the learner conventional research methods employed in conducting research, which will include the following approaches: 
· Primary research methods
· Secondary research methods

Assist the learner to develop skills in the practical application of primary and secondary research methods based on a range of verifiable enquiry techniques, for example: 
· Surveys 
· Interviews 
· Questionnaires
· Observations 
· Experiments 
· Secondary research 

Facilitate the learner to correctly acknowledge a range of research sources used in formal research practices which may include the following:
· Referencing and/or Citations 
· Bibliography 
· Appendix

Explore with the learner different forms of visual communications which may assist in the understanding and presentation of written reports, for example:
· Drawings
· Photographs
· Graphs or charts
· Maps 
· Font

Facilitate the learner to demonstrate formal report writing skills, which include an appropriate structure, format and presentation style, for example: 
· Title  
· Terms of Reference 
· Methodology
· Findings
· Conclusions 
· Recommendations

Explore with the learner a range of personal writing forms and techniques, for example:
· Writing as a letter of response
· Short story
· Poetry
· Reviews 

Based on their function in and application to the learner’s vocational area, facilitate the learner to explore and demonstrate a range of relevant workplace documents which may include the following: 
· Application form 
· Curriculum Vitae
· Memorandum 
· Letter of application  
· Formal/ Business Letters 
· Notice of meeting, agenda and minutes (narrative/action)

Section 3:  Communications Technology - Learning Outcomes 1, 2 and 11

Identify with the learner the different modes and appropriate use of Communications Technology, for example:
· Telephone
· Mobile phones
· Text messaging
· Smart phones
· Computers
· PowerPoint
· Interactive white boards
· E-books
· Internet
· Email
· Social media websites
· Spam
· Internet telephony (e.g. Skype, Google Talk etc.)
· Intranet
· E-Commerce 
· Television
· Mass media
· Interactive

Discuss with the learner the advantages and disadvantages of the different modes of Communication Technology identified.
Assist the learner to gain an understanding of the history of Communications Technologies.
Explore with the learner the acceptable use of Communications Technologies in various contexts: 
· Family life
· Personal life
· Work life
· Public life

Identify with the learner any current developments and issues arising in Information and Communication Technology:
· Privacy
· Security

Consider with the learner the logic behind choosing one technology over another in different contexts for different messages.    
Facilitate the learner to understand current relevant Communications Technology related legislation:
· Health, Safety & Welfare at Work Act 
· The Data Protection Act
· The Freedom of Information Act

Facilitate the learner to demonstrate practically, the effective and efficient use of a range of Communications Technologies.
Assessment
11a. Assessment Techniques
In order to demonstrate that they have reached the standards of knowledge, skill and competence identified in all the learning outcomes, learners are required to complete the assessments below. 
The assessor is responsible for devising assessment instruments (e.g. project and assignment briefs, examination papers), assessment criteria and mark sheets, consistent with the techniques identified below and QQI’s assessment requirements.
Portfolio / Collection of Work		40%
Skills Demonstration			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. Analyse a range of current issues in communications and information technology
	Skills Demonstration

	2. Summarise in practical terms the elements of legislation that must be observed in a personal and/or work context, to include health, safety and welfare at work and communications-related legislation
	Collection of Work 

	3. Use appropriate non-verbal and visual communication in personal- and work-related settings, to include one-to-one, in a group/team, and in formal and informal interaction
	Skills Demonstration

	4. Demonstrate verbal skills appropriate to working under general direction, to include making a case and presenting a point of view in group discussion, formal meetings, interviews
	Skills Demonstration

	5. Demonstrate listening skills appropriate to working under general direction, to include making eye contact, receiving and interpreting information, control of personal response
	Skills Demonstration

	6. Use reading techniques appropriate to a task, to include skimming, obtaining an overview, identifying key points, critical evaluation, in depth analysis
	Collection of Work

	7. Critique information from a range of complex written material, to include technical/ vocational, personal, literary, and written and visual media texts
	Collection of Work / Skills Demonstration

	8. Research a relevant vocational topic, to include use of primary and secondary sources, acknowledgement of sources, use of enquiry techniques and methods to establish validity and reliability
	Collection of Work

	9. Use drafting, proofreading and editing skills to write a range of documents that follow the conventions of language usage (spelling, punctuation, syntax), to include creative writing, business proposals, correspondence, reports, memoranda, minutes, applications
	Collection of Work

	10. Demonstrate communications styles and techniques relevant to different situations in work  and leisure, to include one-to-one and group contexts in conversation, interview, oral  presentation, question and answer session and for the purposes of persuading, advocacy and informing
	Skills Demonstration

	11. Choose the appropriate communications technology to give and receive requests,  instructions, suggestions, discussion and feedback in both work and leisure, to include a rationale for choosing one technology over another in different contexts and for different messages.
	Skills Demonstration



11c.  Guidelines for Assessment Activities
The assessor is required to devise assessment briefs and marking schemes for the Collection of Work and the Skills Demonstration.  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.

	Collection of Work
	40%

	The collection of work may be produced throughout the duration of this programme module.

	Collection of Work  
The internal assessor will devise guidelines for learners on gathering a collection of work that demonstrates evidence of the following communication skills:
· Writing Skills: Evidence should include a range of relevant documents, including a structured report and 3 other pieces.

· Structured report
· It must be based on the learner’s vocational area 
· Reference must be made to Health & Safety legislation
· It must include information gathered from a variety of sources including primary research (survey)
· It should be well structured, detailed, balanced, use impersonal language 
· It must contain relevant visual supports, i.e. drawings, charts, photographs etc.
· All resources must be acknowledged through references and bibliography
· It must be word processed, 1000-1200 words
· Failure to adhere to word count will result in a penalty of 10% of marks available for this report.

· Other documents (all must be typed)
· CV and Cover Letter or Competency Based Application Form
· Invitation to Meeting, Agenda, Minutes or Incident Report Form
· Personal writing e.g. short story/poem or response to a short story/poem, personal letter, review, speech, testimonial, blog etc. (500-700 words)
· Evidence of drafting of one of the documents must be included

Critical Reading Skills to include:

· Evidence of reading skills based on identifying and extracting key points of information from one vocational and one literary text chosen by the assessor. 
· A written summary of each text should identify and include the main ideas, summary and reflect their understanding of the text. 
· Each summary should be 250-300 words.
All instructions for the learner must be clearly outlined in an assessment brief.




	Skills Demonstration   
	60%

	The skills may be assessed over a period of time and may be integrated.

	The skills demonstration will be evidenced by:

Listening and Speaking 
· Research and Oral Presentation (To include non-verbal and visual communication)
The presentation must
· be based on the impact of communications technology on public and private life, outlining three technologies and their influence
· demonstrate learners’ research of the topic and be 8 – 10 minutes in duration
· include appropriate visual supports
· include a question and answer session at the end of the presentation. 
· assess the learner’s ability to communicate to a group of people effectively, and their understanding of current issues in communications technology
· be videoed

· Listening and Speaking Skills (Interview Skills) 
· Learners must participate in an assessment that demonstrates the learner’s ability to communicate in a one-to-one formal situation.
· This must be videoed.
· This should be approximately 8-10 minutes in duration.

· Listening and Speaking Skills (Group Work: Discussion and Negotiation) (To include non-verbal communications)
· Learners must participate in a formal group setting which assesses listening and speaking skills for example:
· meeting 
· discussion, 
· debate etc. 
· This must be videoed
· This should be approximately 10-15 minutes in duration.
· Maximum number of participants in group: 3-5

· ICT Practical Skills Demonstration
The internal assessor will devise a number of tasks which will demonstrate the learner’s competent use of a range of Communications Technology skills relevant to their vocational area, for example:
· Print Screen / Snipping Tool 
· CC and BCC
· Mark an email of High Importance 
· Mark an email Confidential
· Request a Read Receipt 
· Request a Delivery Receipt 
· Uploading a document 
· Sharing a document 
· Attaching a document 
· Screencast or Screenshots and Text 
Completion of these tasks should be supervised by the internal assessor.
The evidence/documents should be submitted at the end of the demonstration. 
This should be a supervised class-based skills demonstration.

All instructions for the learner must be clearly outlined in an assessment brief.



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.


	







Communications 5N0690
	Learner Marking Sheet 
Collection of Work 40%



Learner’s Name: ………………………………………………………………….
	Assessment Criteria
	Maximum Mark
	Learner Mark

	Writing Skills
	
	

	Structured Report (must be typed). Word Count: 1000-1200 words. Failure to adhere to word count will result in a penalty of 10% of marks available for this report.
	16
	

	Report well-structured, detailed, balanced, uses impersonal language, good interpretation of terms of reference 
	2
	

	Research is comprehensive, relevant and contains primary source material (survey) 
	4
	

	Key issues discussed and explained with clarity, objectivity, evidence of original thinking and supported with visual aids. Reference must be made to Health and Safety legislation 
	4
	

	Findings presented clearly and in own words, recommendations/ conclusions show evidence of critical thinking and in-depth analysis 
	4
	

	Extensive vocabulary, free from errors in spelling, grammar and punctuation (1 or 0 mark)
	1
	

	Variety of sources acknowledged in references and bibliography
	1
	

	Other Documents  
	Document
	Maximum Mark
	Mark Awarded

	1. CV and Cover Letter or 
Competency-based Application Form 
	5
	

	2. Incident Report or 
Meeting Invitation , Agenda and Minutes 
	5
	

	3. Personal Writing
	5
	

	4. Evidence of drafting (1 or Zero)
	1
	

	Sub Total
	16
	



	Referred
	Pass
	Merit
	Distinction

	0-2.49
	2.5-3.24
	3.25-3.99
	4.0-5.0

	Unsuccessful
	Acceptable Standard 
	Good Standard 
	Excellent Standard


· Correct layout used, concise, well-expressed and presented
· Appropriate expression of language, tone and register
· Accurate spelling, punctuation and paragraphing
· Evidence of careful drafting and editing (Draft of one document must be submitted) 
	16
	

	Reading Task 1 Vocational Text (4)
Reading Task 2 Literary Text (4)
	Document
	Maximum Mark
	Mark Awarded

	1. Communications-related legislation 
	4
	

	2. Literary Text 
	4
	

	Sub Total
	8
	



	Referred
	Pass
	Merit
	Distinction

	0-2.0
	2.01-2.59
	2.6-3.19
	3.2-4.0

	Unsuccessful
	Acceptable Standard 
	Good Standard 
	Excellent Standard


· Summary of each text in own words (250-300 words each), demonstrating
· Application of relevant reading techniques 
· Understanding of text 
· Extraction of main ideas 
	8
	

	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 …………………………………


	







Communications 5N0690
	Learner Marking Sheet 
Skills Demonstration 60%



Learner’s Name: ………………………………………………………………….

	Assessment Criteria
	Maximum Mark
	Learner Mark

	Listening and Speaking Skills: Oral Presentation  
Research and prepare a presentation about the impact of communications technology on public and private life using an appropriate IT application  
	22
	

	Evidence of research 
	3
	

	Current issues in Communications Technology 
	3
	

	Based on three technologies chosen by the learner, describe situations in which your chosen technologies are appropriate (3*1.5 marks)
	4.5
	

	Visually attractive, contains relevant information 
	1.5
	

	Delivery of Presentation (10 marks)
	
	

	· Clear structure with beginning, middle, end and linking
	3
	

	· Presentation tailored to the environment, very good rapport with the audience
	2
	

	· Very good voice control and pace, body language (non-verbal) 
	2
	

	· Respond well to questions asked 
	2
	

	· Adherence with instructions in relation to timing (1 or zero)
	1
	

	Listening and Speaking Skills: Interview
	16
	

	Appropriately presented (well-groomed/presented) 
	1
	

	Evidence of Preparation (8 marks)
	
	

	· Research on company/role 
	2
	

	· Perception of the role
	2
	

	· Linking own skills with requirements of the role
	2
	

	· Response preparation 
	2
	

	Clear and effective speech, appropriate to situation
	2
	

	Careful listening skills evident, clarification sought if needed
	2
	

	Comprehensive responses - dialogue elaborated and expanded on
	2
	

	Asks appropriate question of interviewer, demonstrating drive and enthusiasm
	1
	

	Listening and Speaking Skills: Group Work-Discussion and Negotiation
	12
	

	Active and effective participation and communication
	3
	

	Group moved to a decision/conclusion
	2
	

	Discussion is at all times relevant to the aim/goal/task
	3
	

	Excellent group skills – listening, turn taking, including others
	2
	

	Body language used and interpreted well
	2
	

	ICT Practical Skills Demonstration
· Demonstrate the ability to use the following functions: 
	Task
	0.5 for execution
	0.5 for explanation
	Total for each

	Print Screen / Snipping Tool
	
	
	

	CC and BCC
	
	
	

	Mark an email of High Importance 
	
	
	

	Mark an email Confidential 
	
	
	

	Request a Read Receipt
	
	
	

	Request a Delivery Receipt 
	
	
	

	Uploading a document
	
	
	

	Sharing a document
	
	
	

	Attaching a document 
	
	
	

	Screencast or Screenshots and Text
	
	
	

	Total
	
	
	



	10
	

	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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