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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 Technique(s)
b) Mapping of Learning Outcomes to Assessment 
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.
1.  Title of Programme Module
Personal and Professional Development  
QQI Component Title and Code
Personal and Professional Development 5N2985

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
Learners who successfully complete this module will be able to set achievable goals for future education and careers and be familiar with their individual strengths and aptitudes.  

8. Objectives of the Programme Module

· To provide a planned experiential learning activity for learners preparing  and planning to go to Further/Higher Education
· To provide a programme of educational and career guidance with taster activities 
· To provide the skills for investigating Further/Higher Education, and reviewing and evaluating potential opportunities
· To enable learners to reflect on their own learning experience
· To assist the learner to develop the academic and vocational language, literacy and numeracy skills related to L5 Personal & Professional Development through the medium of the indicative content 
· To enable the learner to take responsibility for his/her own learning.

9. Learning Outcomes of Level 5 Personal and Professional Development 5N2985
Learners will be able to:
1	Identify personal, educational and career goals, drawing on information gained from appropriate self assessment in personal and vocational knowledge, skill and competence, personal strengths, experiences and interests

2 	Identify preferred personal learning styles, strategies and decision making methodologies, including for personal, interpersonal and research based enquiry and problem solving

3	Analyse the factors that enable and prohibit personal success in achieving medium to long term personal learning or career objectives, including economic, social, institutional, cultural, informational, dispositional, and educational

4	Use research skills to gather a range of relevant information and materials for entry to and  support within further or higher education or training provision, or within a particular career path

5	Locate the relevant required qualifications and steps to appropriate qualifications on the National Framework of Qualifications and on the European Qualifications Framework

6	Prepare a range of relevant material for achieving personal learning and career goals, including curriculum vitae (CV), letter of application, personal statement using a range of relevant applications forms and processes, cost or funding options and supports

7 	Demonstrate effective participation and use of a range of relevant conventions, resources and practices within the workplace or learning environment, to include the use of libraries or student or work colleague shadowing, interview or team meeting, informal and formal events.
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.

Learning Outcome 1
· undertake a personal and vocational skills audit 
· complete a career interest inventory
Learning Outcome 2
· understand learning styles theory 
· identify their own personal learning style
· develop a strategy for maximizing best results 
· decision making skills
Learning Outcome 3 
· Undertake a written analysis outlining how  all the following factors would inhibit or enhance career and life opportunities
· economic
· social
· institutional 
· cultural
· informational
· dispositional
· educational
Learning Outcome 4
· Research skills
· provide a detailed profile of either a Further/Higher Education or Vocational Training course and  research all aspects of the course and at least one career option available on successful  completion
Learning Outcome 5 
· present a personal timetable for the achievement of stated career/qualification  goals 
· supported by  evidence of research both primary (e.g. interviews and visits) and secondary
· present relevant material to show depth of research e.g. Career Guidance meetings, official  correspondence and official and online/published material
Learning Outcome 6
· Present a portfolio of documents including a financial case study of career development costs e.g. fees and subsistence.   This portfolio should be presented in a professional manner and
· Include a clear C.V., letters of application, funding application, personal statement,      reference(s) etc.

Learning Outcome 7
· Maintain an ongoing reflective diary throughout the course of study in which each activity is mapped in terms of personal learning style, and relevance to career aspirations.   This would  include presentation skills and participation in tutorials
· use of libraries
· student and work colleague shadowing
· interview and team meetings
· formal and informal events

[bookmark: Section11]11. Assessment
11a. Assessment Techniques

Portfolio/Collection of Work    100%

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. Identify personal, educational and career goals, drawing on information gained from appropriate self assessment in personal and vocational knowledge, skill and competence, personal strengths, experiences and interests 

	Collection of Work  
  
(Collection of Documents)

	2. Identify preferred personal learning styles, strategies and decision making methodologies, including for personal, interpersonal and research based enquiry and problem solving 

	Collection of Work  

(Learner Record)

	3. Analyse the factors that enable and prohibit personal success in achieving medium to long term personal learning or career objectives, including economic, social, institutional, cultural, informational, dispositional, educational 

	Collection of Work 

 (Research Project)

	4. Use research skills to gather a range of relevant information and materials for entry to and  supports within further or higher education or training provision, or within a particular career path 

	Collection of Work  

(Research Project)

	5. Locate the relevant required qualifications and steps to appropriate qualifications on the National Framework of Qualifications and on the European Qualifications Framework 

	Collection of Work  

(Research Project)

	6. Prepare a range of relevant material for achieving personal learning and career goals, including curriculum vitae (CV), letter of application, personal statement using a range of relevant applications forms and processes, cost or funding options and supports 

	Collection of Work  

(Collection of Documents)

	7. Demonstrate effective participation and use of a range of relevant conventions, resources and practices within the workplace or learning environment, to include the use of libraries or student or work colleague shadowing, interview or team meeting, informal and formal events. 

	Collection of Work  

(Learner Record)



11c. Guidelines for Assessment Activities

The assessor is required to devise assessment briefs and marking schemes for the collection of work. 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

	100%

	Evidence for this assessment technique may take the form of written, oral, graphic, audio, visual or digital evidence, or any combination of these (select as appropriate). Any audio, video or digital evidence must be provided in a suitable format.

The assessor should devise a collection of pieces of work to be completed by the learner over the duration of the course that demonstrates the achievement of all of the learning outcomes.

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




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.





	Personal and Professional Development
5N2985

	Learner Marking Sheet
Collection of Work  
100%



Learner’s Name: _____________________		
	Assessment Criteria

	Maximum
Mark
	Learner Mark

	Research Project (30%)
Wide range of sources of information explored
Appropriate career path proposed
Well researched profile
Learner Record (30%)
Comprehensive account of personal planning
Detailed account of taster activities
Critical reflection on course activities
Documents (40%)
C.V., Skills Audit, Personal Statement
Letters of application and enquiry
Completed funding application
	10
10
10

10
10
10


40
	

	Total Mark

	100
	



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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