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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 Technique(s)
c. Guidelines for Assessment Activities

	12. Grading

	13.  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 Practice

Component Name and Code 
       Work Practice 5N1433

Duration in Hours
 150 Hours (typical 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 practical knowledge, personal skills and ability to work in a suitable work environment and to work independently while under supervision for a limited period.

Objectives of the Programme Module
· To enable the Learner  to explore a chosen vocational area 
· To introduce the Learner to the rights and responsibilities of both employer and employee
· To create an awareness of  the world of work and employment
· To assist the Learner to explore their personal profile, and match it to appropriate work practice and placements 
· To support the Learner to develop the academic and vocational language, literacy and numeracy skills related to Work Practice through the medium of the indicative content 
· To enable the Learner  to evaluate their work practice experience, including managing feedback from their supervisor in order to inform future career choices 
· To assist the learner to develop the academic and vocational language, literacy and numeracy skills related to Work Practice through the medium of the indicative content 
· To enable the learner to take responsibility for his/her own learning.
Learning Outcomes of Level 5 Work  Practice 5N1433
Learners will be able to:
1. Summarise the distinguishing features of the organisation, institution or workplace to include its status (public, private, voluntary, other), size, organisational structure, main aims and its overall work, staff client engagement and management practices.
2. Comment on current issues, challenges and trends affecting the organisation, institution or workplace, to include as appropriate, local, national, global, economic and social and or ethical issues
3. Summarise the main legislation and regulations relevant to the place of work; to include health, safety and welfare at work, employment, equality and matters related to the specific vocational context.
4. Explain the organisation's internal and external policies and procedures pertinent to own role and role of others
5. Conclude a minimum 2 month work practice/placement undertaking a range of vocationally specific tasks and activities.
6. Select information required for a range of work-based tasks, to include analysis of information and application of knowledge to new situations
7. Work independently carrying out a range of vocationally specific activities and tasks in the organisation, institution or workplace, seeking advice and general direction as appropriate.
8. Demonstrate positively membership of the training organisation or team; maintaining time-keeping, personal presentation, meeting deadlines and adherence to health, safety and other relevant regulations and practice. 
9. Execute work practice tasks and responsibilities in a professional and safe manner.
10. Reflect on personal work practices, to include feedback from supervisor(s) or mentors on personal performance, achievements and challenges.
11. Review personal and professional learning to include identifying strengths and weaknesses, learning and career opportunities within the vocational field and within the organisation, institution or workplace.


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 2 months/ forty days’ work practice placement must be completed in an established organisation or a combination of organisations that have been deemed suitable to provide appropriate work experience. This work placement must be appropriate to the vocational area. The work experience may be paid or voluntary and may take place in the private sector, community or public sector. Some vocational areas will require additional Work Practice time. Please refer to the relevant programme descriptor for specific information regarding work experience requirements. 

Section 1 : Common Work Related Evidence 

Based in the particular vocational area, facilitate the Learner to: 
· Research  work organisations  for example, types (public, private and voluntary sector), structures and roles  including
· Size, organisational structure, main aims and its overall work,
· Staff client engagement 
· Management practices

· Study  current work-related issues, for example  challenges and trends  to include
· Local demographic change
· National immigration / emigration
· Global new technologies
· Economic Trends
· Social and Ethical Criteria , for example, education level for potential employees

· Enable 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  and matters related to the specific vocational context
· Union representation 
· Regulations relating to pay, for example minimum wage, annual leave, maternity leave, parental leave 

· Support the Learner’s  research into the organisation's internal and external policies and procedures pertinent to own role and role of others

· Develop proficiency to produce documentary evidence of achieved tasks.


Section 2:  Work  Practice

Conclude a minimum 2 months work practice/placement undertaking a range vocationally specific tasks and activities.
Investigate with the Learner how to effectively participate and practice employability skills while on Work Practice, to include 
Communication, for example 
· Active listening 
· Understanding  instructions 
· Formal/informal communication 
· Decision Making

Preparation for specific vocational area.
· Analyse the company’s product or service
· Research  specific tasks suitable  for work practice / placement
· Investigate  application of study to new information and new situations

Work independently while under general direction, for example 
· Planning tasks
· Accepting when to seek clarification or direction 
· Implementation of Tasks
 
Observe safety and other relevant regulations, for example 
· Responsibilities under the regulations 
· Relevant employment regulations 
· Reporting procedures 


Adhere to good timekeeping, for example 

· Planning ahead  ( methods of transport)
· Expect the unexpected  

Personal presentation, for example 
· Suitable dress  for vocational environment
· Attend to personal hygiene 

 Meet targets/deadlines relative to the vocational area, for example 
· Responsibilities completed as requested in professional and safe manner
· [bookmark: id.67956187592f]Communicate after realisation of each task 

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 
· Personal performance
· Assessment/ evaluation
· Meeting new people
· Education in relation to quality management 
· Career opportunities in institution/workplace/organisation
· 
[bookmark: Section11]Asssessment

11a. Assessment Techniques

Portfolio / 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. Summarise the distinguishing features of the organisation, institution or workplace to include its status (public, private, voluntary, other), size, organisational structure, main aims and its overall work, staff client engagement and management practices.
	Collection Of Work

	2. Comment on current issues, challenges and trends affecting the organisation, institution or workplace, to include as appropriate, local, national, global, economic and social and or ethical issues
	Collection of Work

	3. Summarise the main legislation and regulations relevant to the place of work; to include health, safety and welfare at work, employment, equality and matters related to the specific vocational context
	Collection of Work

	4. Explain the organisation's internal and external policies and procedures pertinent to own role and role of others
	Collection Of Work

	5. Conclude a minimum 2 month work practice placement undertaking a range vocationally specific tasks and activities
	 Learner Record

	6. Select information required for a range of work-based tasks, to include analysis of information and application of knowledge to new situations
	 Learner Record

	7. Work independently carrying out a range of vocationally specific activities and tasks in the organisation, institution or workplace, seeking advice and general direction as appropriate.
	 Learner Record

	8. Contribute positively as a member of an organisation or team; maintaining time-keeping, personal presentation, meeting deadlines and adherence to health, safety and other relevant regulations and practice
	 Learner Record

	9. Execute work practice tasks and responsibilities in a professional and safe manner.  Produce documentary evidence of achieved tasks.
	Learner Record

	10. Reflect on personal work practices, to include feedback from supervisor(s) or mentors on personal performance, achievements and challenges
	Collection of Work

	11. Review personal and professional learning to include identifying strengths and weaknesses, learning and career opportunities within the vocational field and within the organisation, institution or workplace.
	Learner record/Collection of Work



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

	 Portfolio/ Collection of Work 
	40% 

	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: 

· Work Related evidence to include

· Evidence of analysing the features of an Organisation/Institution 
· A summary of challenges, trends, current issues at local, national, and global level.
· To include consideration of social, economic and ethical issues.
· Describe the organisation's internal and external policies and procedures pertinent to own role and role of others

· A synopsis of  rights and responsibilities of employees and employers  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 

· A reflection on personal work practice to include
· feedback from supervisor(s) or mentors on personal performance, achievements and challenges such as teamwork, appreciation of diverse work ethics, meeting new people and learning in relation to various forms of quality management .

Evidence for this assessment technique may take the form written, oral, graphic, audio, and visual or any combination of these. Any audio, video or digital evidence must be provided in a suitable format.  Random Checking with employer to ensure reliability of evidence. All instructions for the Learner should be clearly outlined in an assessment brief. 






	Learner Record
	60% 

	The Learner will complete a Learner Record while on Work Practice / Placement

	
The Learner Record will be evidenced by: 

1. A completed Work Experience Employer Report (see attached) 

2.  Account of Work Practice to include: 
· an account of daily performance, learning and challenges to include
· feedback from supervisor/s, mentor/s on personal performance 
· challenges such as conflict, criticism, meeting new people and learning in relation to quality management 
· 
3. A comprehensive evaluation  on their Work Practice/ Placement to include
·  learning outcomes achieved
· opportunities for further education/ training
· analysis of key challenges 

Evidence for this assessment technique may take the form written, oral, graphic, audio, and 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.




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 5N1433
	Learner Marking Sheet
Portfolio/Collection of Work 40%



Learner’s Name: _____________________________
	Assessment Criteria
	Maximum
Mark
	Learner
Mark

	Work Related evidence to include
· Evidence of analysing the features of an organisation/Institution 
· A summary of challenges, trends, current issues at local, national, and global level.
· To include consideration of social, economic and ethical issues.
· Describe the organisation's internal and external policies and procedures pertinent to own role and role of  others

	15
	

	A synopsis of  rights and responsibilities of employees and employers
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
	10
	

	A reflection on personal work practices to include
· feedback from supervisor(s) or mentors on personal performance, achievements and challenges such as teamwork, appreciation of diverse work ethics, meeting new people and learning in relation to various forms of  quality management.
	15
	

	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: __________________
	Work Practice 5N1433
	Learner Marking Sheet
Learner Record 60%



Learner’s Name: _____________________________
	Assessment Criteria
	Maximum
Mark
	Learner
Mark

	WORK PRACTICE: EMPLOYER REPORT 
Satisfactory in at least 6 categories: 5– 10 marks
 Good in all categories or very good in at least 6 categories: 11 – 16 marks 
Very good in all categories or excellent in at least 6 categories: 17 – 20 marks 
	20
	

	ACCOUNT OF WORK  PRACTICE  
· an account of daily performance, learning and challenges 
· a comprehensive reflection on their work experience to include ????????
	20
	

	A COMPREHENSIVE EVALUATION  ON THEIR WORK PRACTICE TO INCLUDE
·  learning outcomes achieved
· opportunities  for further education/ training
· analysing key challenges
	20
	

	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: __________________

 



Laois and Offaly ETB
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Level 5 Work Practice 5N1433 - Employers Report

Learner’s Name: ________________________________________	Centre/School Name: __________________________	Tel No.: ______________________
Organisation/ Company Name: ____________________________ 	Supervisor’s Name: ____________________________	 No of Days worked: ____________

Guidelines: This report forms an important part of the overall assessment of Level 5 Work Practice 5N1433 for QQI certification. It should be completed by a Supervisor/Manager who has observed the Learner in the workplace. The Workplace Supervisor/Manager should indicate the Learner’s performance by placing a tick for each of the criteria under one of the headings. Excellent should only be used in cases of outstanding performance 
	Criteria
	Excellent
	Very Good
	Good
	Satisfactory
	Unsatisfactory
	Unable To Access
	Supervisor/Assessors Comments

	Observation of good timekeeping / Attendance
	
	
	
	
	
	
	Brief Description of Work Practice undertaken 

	Working autonomously while under general direction 
	
	
	
	
	
	
	

	Meeting deadlines 
	
	
	
	
	
	
	

	Task completion / verification
	
	
	
	
	
	
	Any Comments or Suggestions on task and individual performance

	Adherence to health, safety and other relevant regulations 
	
	
	
	
	
	
	

	Demonstrate effective personal / technological communication skills 
	
	
	
	
	
	
	Any other  comments


 

Signature of Learner ________________________________________________ 	Date______________________
	Signature of Workplace Supervisor____________________________________ 	Date______________________
	Signature of Internal Assessor _______________________________________ 	Date______________________
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