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Programme Module for 
NFQ Level 5 QQI Minor Award in 
Work Experience 5N1356





Please Note: 
1. This module descriptor specifies 60 hours as the default duration for work placement for programmes at Level 5.  However, some vocational areas will require additional time spent in work placement.  Please refer to the relevant programme descriptor for specific information regarding work experience requirements.
2. [bookmark: _Hlk516074076]To pass this module, the learner must complete a work experience placement of 60 hours (or more as required in some programmes) and must achieve at least a pass mark (50%) in the Skills Demonstration. Learners who do not achieve both of these requirements will be entered as ‘Unsuccessful on the QBS or will be withdrawn, and their results for this module will not be submitted. Learners should be made aware of this.

 

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

	03
	1st Sept 2022
	Minor reformatting. No change to content. 
Inclusion of component version log. 

	02
	1st Sept 2018
	To pass this module, the learner must complete a work experience placement of 60hours (or more as required in some programmes*) and must achieve at least a pass mark (50%) in the Skills Demonstration.  Learners who do not achieve both of these requirements will be entered as “Unsuccessful” on the QBS or will be withdrawn, and their results for this module will not be submitted.  Learners should be made aware of this.
*From September 2019, a specific module descriptor will be available for Work Experience for Major awards that require more than 60hours of work placement e.g. Healthcare, Nursing, Childcare. 




Introduction
This module leads to QQI certification in a Level 5 Minor Award in Work Experience.
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 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 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
Work Experience

Component Name and Code 
Work Experience 5N1356

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 provide a Learner with the personal knowledge, skills and capacity to participate in a suitable work placement under supervision for a limited time.

Objectives of the Programme Module
· To enable the learner to take responsibility for his/her own learning
· To enable the learner to plan and prepare for successful participation in a relevant work placement 
· To facilitate the learner to explore their personal profile and match it to appropriate work placement 
· To enable the learner to explore a chosen vocational area
· To facilitate the learner to develop an understanding of the world of work and employment,
Including the rights and responsibilities of both employer and employee
·  To assist the learner to develop the academic and vocational language, literacy and numeracy skills related to Work Experience through the medium of the indicative content
· To enable the learner to evaluate their work placement experience including managing feedback from their supervisor in order to inform future career choices /plan

Learning Outcomes of Level 5 Work Experience 5N1356
Learners will be able to:
1. Examine work organisations and personal career opportunities in a particular vocational area, to include consideration of work-related issues and needs
2. Analyse key challenges and opportunities facing a particular vocational area
3. Summarise the basic rights and responsibilities of employees and employers in a particular work, organisational or institutional context, to include health, safety and welfare at work, equality legislation, union representation and regulations relating to pay
4. Compile a personal and vocational skills audit and career plan for a specific vocational area, to include goals and action points for the period of work experience
5. Present relevant work experience material, to include a CV or personal statement, letter of application, evidence of job-finding skills, skills checklist, statement of learning goals, contractual arrangements
6. Participate effectively in work experience to include observation of good timekeeping, working independently while under general direction, meeting deadlines, personal presentation, communication, adherence to health, safety and other relevant regulations
7. Demonstrate effective communication skills in the workplace, to include personal, interpersonal and technological communication skills
8. Reflect on workplace experiences, to include feedback by supervisor(s) or mentor(s) on personal performance and challenges such as conflict, criticism, meeting new people and learning in relation to quality management
9. Explore options for future education, training and employment in light of work experience 

Indicative Content
A work experience placement of minimum 60 hours must be completed in an established organisation that has been deemed suitable to provide appropriate work experience. Note that the component specification refers to workplace as a generic term – it does not specify the type (paid, voluntary) nor the mode (private sector, community, public sector etc.), therefore it is very open to interpretation. It is in the learner’s interest that work experience be as relevant and meaningful as is possible, and it must be appropriate to the vocational area. 
Some vocational areas will require additional work experience time. Please refer to the relevant programme descriptor for specific information regarding work experience requirements.
Resources have been developed to support organisation of the work experience placement. These include Centre/College Guidelines, Guidelines for Employers and templates for letter requesting a placement, work experience agreement form, and letter of understanding. These resources are not mandatory: they may be adapted to suit the individual setting, or centres may prefer to continue using what they have already developed.  
To pass this module, the learner must complete a work experience placement of 60 hours (or more as required in some programmes) and must achieve at least a pass mark (50%) in the Skills Demonstration. Learners who do not achieve both of these requirements will be entered as ‘Unsuccessful’ on the QBS, or have their module withdrawn. Learners should be made aware of this.
Section 1: General Work-Related Information

Based in the particular vocational area, facilitate the Learner to:
· examine work organisations for example, types (public, private and voluntary sector), structures and roles
· examine possible personal work / career opportunities for example, by 
· identifying relevant needs / gaps in organisations
· identifying personal skill sets that match specific areas of employment
· consider work-related issues and needs, for example:
· work hours
· pay
· safety 
· job stress/challenges
· attire for work
· career progression

Facilitate the learner to profile a particular vocational area and to analyse key challenges and opportunities, for example:
· demographic change
· immigration / emigration
· economic shifts
· education level of potential employees
· new technologies

Facilitate the learner to summarise the basic rights and responsibilities of employees and employers in the particular work, organisational or institutional context of the vocational area of the programme, to include:  
· health, safety and welfare at work, for example by referring to relevant legislation
· equality legislation, for example rights with regard to the nine grounds as referenced in the equality 
      legislation
· union representation
· regulations relating to pay, for example minimum wage, annual leave, maternity leave, parental leave

Section 2: Planning and Preparation for the Work Placement

For a specific vocational area, facilitate the learner to compile a personal and vocational skills audit /checklist to include identifying: 
· strengths
· talents
· personal qualities and attributes
· interests 
· practical skills appropriate to the vocational area
· prior learning
· other relevant skills

Facilitate the learner to include in their personal career plan, goals and action points for the specific vocational area, by identifying, for example:
· short, medium and long term career goals
· challenges to achieving goals
· education and training needs


Facilitate the learner to generate information that could be used to tailor a CV or a personal statement appropriate to the vocational work place of choice for example:
· personal details, such as name, address, contact details, date of birth
· previous educational experience, achievements and qualifications 
· previous work experience
· hobbies/interests and other relevant experience
· referees

Facilitate the learner to write a letter of application for a position appropriate to the vocational setting adhering to appropriate format and conventions.

Facilitate the learner to develop and practise interview skills, including:
· preparing for an interview
· taking part in a practice interview
· reflecting on the experience and on feedback received

If the Learners are also doing the Level 5 Communications module, the same interview can be used for both the Communications and the Work Experience modules with marking applied appropriately for each module.

Explore with the learner job-finding strategies, for example: 
· internet job searches
· networking 
· online platforms, e.g. Linkedin
· newspaper advertisements
· employment services
· recruitment fairs/agencies 
· notice boards

Facilitate the learner to use job-finding strategies to identify appropriate job opportunities in the vocational area.

Consider with the learner information that may be included in a contractual arrangement for a work placement, for example:
· terms and conditions, such as:- 
· times
· dates
· absence
· remuneration 
· confidentiality
· code of behaviour
· health and safety obligations
· dress code
· Garda vetting requirements

Facilitate the learner to agree and present an appropriate contractual arrangement for the period of work experience with the employer/ supervisor.

Explore with the learner the development of effective employability skills for the workplace, to include
· interpersonal communication skills, for example:
· working in teams
· effective listening
· formal/informal conversational skills
· understanding non-verbal communication, such as body language
· written communication skills, such as report writing and form filling
· technological communication skills, for example using
· e-mail
· fax
· SMS
· Skype

Section 3: The Work Placement

Explore with the learner how to effectively participate and practise employability skills while on work experience to include: 
· observation of good timekeeping, for example:
· planning ahead
· expect the unexpected
· working independently while under general direction, for example: 
· understanding when to seek clarification or direction
· meeting deadlines relative to the vocational area, for example
· tasks completed as requested
· communicate after completion of each task
· personal presentation, for example: 
· appropriate dress
· attending to personal hygiene
· communication, for example:
· effective listening
· clarifying instructions
· formal/informal communication
· assertiveness
· adherence to health, safety and other relevant regulations, for example:
· responsibilities under the regulations
· relevant employment regulations
· reporting procedures

 
Section 4: Reflecting on the Work Placement Experience and Future Planning

Facilitate the learner to reflect on their work placement experiences, to include: 
· feedback received by supervisor/mentor on the learner’s personal performance challenges such as 
· conflict
· criticism 
· adapting to a new environment
· meeting new people 

In reflecting on their performance in the workplace, learners will: 
· review workplace plan and goals
· recount daily performance, learning and challenges
· analyse what was done / how it was done
· value their performance and place it in context
· evaluate performance in terms of success and make decisions about what could be done differently the next time
On completion of the work placement facilitate the learner to: 
· link experience from work placement to future career / work plan
·  explore options of future education and training, for example relevant course/s that the
·  learner might be eligible to apply for 
· full-time or part-time
· National Framework of Qualifications (NFQ) / European Qualifications Framework
·  (EQF) level
· transfer and progression opportunities
· certification
· financial considerations
·  explore future options of employment, for example possible career opportunities in Ireland and abroad

     Assessment
11a.	Assessment Techniques
Collection of Work 	60%
Skills Demonstration 	40%

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. Examine work organisations and personal career opportunities in a particular vocational area, to include consideration of work-related issues and needs
	Collection of Work
(Planning and Preparation)

	2. Analyse key challenges and opportunities facing a particular vocational area
	Collection of Work
(Profile of Vocational Area)

	3. Summarise the basic rights and responsibilities of employees and employers in a particular work, organisational or institutional context, to include health, safety and welfare at work, equality legislation, union representation and regulations relating to pay
	Collection of Work (Profile of Vocational Area)

	4. Compile a personal and vocational skills audit and career plan for a specific vocational area, to include goals and action points for the period of work experience 
	Collection of Work
(Planning and Preparation)

	5. Present relevant work experience material, to include a CV or personal statement, letter of application, evidence of job-finding skills, skills checklist, statement of learning goals, contractual arrangements
	Collection of Work
(Jobsearch File)


	6. Participate effectively in work experience, to include observation of good timekeeping, working independently while under general direction, meeting deadlines, personal presentation, communication, adherence to health, safety and other relevant regulations
	Skills Demonstration
(Work Experience Supervisor’s Report)

	7. Demonstrate effective communication skills in the workplace, to include personal, interpersonal and technological communication skills
	Skills Demonstration
(Work Experience Supervisor’s Report)

	8. Reflect on workplace experiences, to include feedback by supervisor(s) or mentor(s) on personal performance and challenges such as conflict, criticism, meeting new people and learning in relation to quality management
	Skills Demonstration
(Learner Record)

	9. Explore options for future education, training and employment in light of work experience
	Collection of Work
(Future Planning)



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. 
To pass this module, the learner must complete a work experience placement of 60 hours (or more as required in some programmes) and must achieve at least a pass mark (50%) in the Skills Demonstration. Learners who do not achieve both of these requirements will be entered as ‘Unsuccessful on the QBS, or have their module withdrawn. Learners should be made aware of this.


	Collection of Work
	60%

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

	
The Learner will compile a collection of work to include evidence that demonstrates the following:
· Planning and Preparation to include:
· personal and vocational skills audit / checklist
· a clear statement of learning goals and action points for the work experience

· Jobsearch file, to include:
· evidence of using job-finding strategies and of awareness of online platforms, e.g. LinkedIn
· a curriculum vitae  
· a letter of application
· evidence of practice interview to include record of interview preparation, recording of interview (5 – 7 minutes in duration) on audio or audio-visual recorder, feedback from interviewer on interview performance  
· reflection by learner on interview, feedback received and learning from the experience 

· Profile of Vocational Area to include:
· evidence of analysing the key challenges, opportunities and future skills needs facing the particular vocational area
· evidence of exploring work organisations and personal career opportunities in the particular vocational area 
· a summary of the basic rights and responsibilities of employees and employers in a particular work, organisational or institutional context for example 
· health, safety and welfare at work
· equality legislation
· union representation 
· regulations related to pay

· Future Planning to include evidence of exploring:
· possible future education and training in light of work experience 
· career plan for the specific vocational area
· employment options in light of the work experience 


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

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







	Skills Demonstration
	40%

	The skills demonstration will be evidenced by:

	
Learner Log/Record of Work Placement to include: 
- a daily account of performance, learning and challenges (one entry per day of placement)
- a comprehensive reflection on the work experience, to include
· challenges such as conflict, criticism, new experiences, meeting new people 
· learning from supervisor’s report


	
A completed Work Experience Supervisor’s Report (see attached)
                  

	
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.

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.


	Individual Candidate Marking Sheet 1
	Work Experience 5N1356
Collection Of Work 60%





Learner Name:…………………………………………………………………

	Assessment Criteria
	Maximum Mark
	Learner Mark

	Planning and Preparation

	Personal Skills Audit, detailing: 
	
	

	· Interests, talents and achievements
	10
	

	· Personal qualities, characteristics and values
	
	

	· Life experiences – voluntary/part-time work, courses, hobbies, sporting activities
	
	

	· Vocational skills and transferable skills
	
	

	· Summary of potential employment and learning opportunities that match personal profile
	
	

	· A clear statement of learning goals and action points for the work experience
	5
	

	Sub-Total
	15
	

	Jobsearch File

	· Evidence of use of job finding strategies
	2
	

	· Curriculum Vitae
	5
	

	· Letter of application 
	3
	

	· Audio or audio-visual evidence of practice interview and rating of interview performance
	
	

	· Clear and effective speech
	2
	

	· Appropriate body language 
	2
	

	· Careful listening skills, clarification sought if needed
	2
	

	· Knowledge about company/vocational area
	2
	

	· Reflection on interview, on feedback received and on learning from experience
	3
	

	Sub-Total
	21
	

	Vocational Study 

	· Analysis of key challenges and opportunities facing a particular vocational area 
	6
	

	· Exploration of work organisations and career opportunities in a particular vocational area
	6
	

	· Summary of the basic rights and responsibilities of employees and employers in a particular work, organisational or institutional context
	6
	

	
	18
	

	Future Planning

	· Exploration of employment options in light of work experience
	3
	

	· Exploration of possible future education and training in light of work experience 
	3
	

	Sub-Total
	6
	

	TOTAL MARKS
	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: ...............................
	Individual Candidate Marking Sheet 1
	Work Experience 5N1356
Skills Demonstration 40%



The learner must complete at least 60 hours of work experience
in order to pass this module

Learner Name:…………………………………………………………………  No. of hrs Work Experience completed …………

	Assessment Criteria
	Maximum Mark
	Learner Mark

	A completed Work Experience Supervisor’s Report
The Work Experience Supervisor is asked to rate the Learner on eight criteria 
	
	

	· Punctuality
	3.5
	

	· Personal Presentation
	3.5
	

	· Compliance with Health & Safety and other regulations
	3.5
	

	· Working Independently under General Direction
	3.5
	

	· Demonstration of Good Practice
	3.5
	

	· Interpersonal Communications Skills
	3.5
	

	· Technological and/or Written Communication Skills
	3.5
	

	· Aptitudes and Attributes to Participate Effectively in Vocational Area
	3.5
	

	SUB-TOTAL
	28
	


[bookmark: OLE_LINK2]
Marks should be awarded as follows:	 
	[bookmark: OLE_LINK1]If the learner has completed more than one work experience placement to make up the required minimum 60 (or more) hours, the marks should be calculated in proportion to the amount of time spent in each placement.
	Rating from Supervisor
	Marks Awarded

	
	Excellent
	3.5

	
	Very Good
	2.5

	
	Satisfactory
	2

	
	Unsatisfactory
	0




	Learner Account of Work Placement
	Maximum Mark
	Learner Mark

	· A daily record of tasks performed and of challenges encountered 
	7
	

	· A final reflective summary to include learning gained from the experience and from the supervisor’s report
	5
	

	SUB-TOTAL
	12
	

	TOTAL MARKS
	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: ............................... 
Laois and Offaly ETB
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Level 5 Work Experience 5N1356 – Work Experience Supervisor’s Report 	
	Learner’s Name
	Centre/School Name
	Tel. No
	No. of Hours Worked

	
	
	
	

	Organisation/Company Name
	Supervisor’s Name
	Supervisor’s Email
	Supervisor’s Tel. No.

	
	
	
	


This report forms an important part of the overall assessment of Level 5 Work Experience 5N1356 for QQI certification and will count towards the final grade the Learner achieves in their award. It should be completed by a supervisor/manager who has observed the Learner in the workplace. The Work Experience Supervisor should indicate the Learner’s performance by placing a tick for each of the criteria under one of the headings. 

	Criterion
(Marks)
	Excell-
ent
(3.5)
	Very good   (2.5)
	Satis-
factory  (2)
	Unsatis-
factory    (0)
	Work Experience Supervisor Comments

	Punctuality, e.g.,  Arrives at work on time. Promptly returns from lunch and breaks. Completes the required number of hours per day. Meets deadlines for tasks
	
	
	
	
	















	Personal presentation as appropriate to the vocational area, e.g., Appropriately dressed for work.  Meets relevant hygiene standards. Appropriate posture for work, where relevant.  
	
	
	
	
	

	Compliance with health, safety and other regulation, e.g., Shows knowledge of relevant regulations and reporting requirements. Dresses appropriately, e.g. hard hat, non-slip soles, etc.  Demonstrates safe and hygienic practices and routines, e.g. handwashing.  Safe operation of machinery and equipment.
	
	
	
	
	

	Working independently while under general direction, e.g., Follows instructions carefully. Seeks clarity when needed from the appropriate person. Adheres to instructions while completing tasks. Fully completes tasks assigned. Seeks additional work once assigned tasks are completed
	
	
	
	
	

	Good practice appropriate to the vocational area, e.g., Uses good practice in carrying out tasks. Demonstrates ability to carry out key skills associated with the vocational area. Shows interest in the work and willingness to learn.
	
	
	
	
	

	Effective interpersonal communication skills as appropriate to the vocational area, e.g.,  Speaks clearly. Interacts appropriately and in a professional manner with supervisor, co-workers and clients. Demonstrates effective listening skills.  Receives feedback in a positive manner.
	
	
	
	
	

	Effective technical/written communication skills as appropriate to the vocational area, e.g., Uses appropriate communication skills for assigned tasks. Demonstrates effective use of technological communication skills where relevant (e.g. email, SMS, appointment systems, online record cards) and/or effective written communication skills where relevant (e.g. reports, forms).  
	
	
	
	
	

	How would you rate the learner’s attributes and aptitudes as needed to participate effectively in this vocational area? 	
	
	
	
	
	



	Workplace Supervisor’s Signature:
	
	Date:
	
	
	To be returned by post or email by

	
	
	
	
	
	Date:
	

	Assessor’s Signature:
	
	Date:
	
	
	Address:
	

	
	
	
	
	
	Email
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