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Communications 6N1950 
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 6 QQI Certificate. 
The teacher/tutor should familiarise themselves with the information contained in Laois and Offaly ETB 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 6 Communications and level 6 Mathematics modules with that of other level 6 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

Communications

2. Component Name and Code 

Communications 6N1950

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 facilitate the learner to acquire excellent communication skills which will enable active and effective participation in vocational and personal life.

8. Objectives of the Programme Module

· To facilitate the learner to understand the importance of effective communication skills in human interaction.
· To assist the learner to acquire excellent communications skills to ensure maximum participation in personal and vocational life.
·  To enable the learner to become aware of the importance and the impacts of modern communications and information technology on both personal and vocational life.
· To assist the learner to develop the academic and vocational language, literacy and numeracy skills related to Communications through the medium of the indicative content.
· To enable the learner to exercise substantial personal autonomy and responsibility.
9. Learning Outcomes of Level 6 Communications 6N1950
Learners will be able to:

1. Critique current issues in communications and information technology, to include digital and mobile technology, the internet, and the policies and principles relevant to a vocational area

2.  Evaluate 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, and the responsibilities that apply when working in a supervisory capacity

3.  Assess the impact of non-verbal communication and of the physical environment in everyday human interaction

4.  Construct non-verbal and visual messages, aids, images and environments that promote interpersonal communication, to include presentation aids, handouts, physical arrangement of meeting rooms

5.  Utilise listening skills in a variety of roles and contexts, to include note-taking, receiving messages, taking minutes, reporting, summarising, paraphrasing

6.  Participate in formal and informal working groups, to include leading or facilitating, note-taking, summarising discussion, agreeing outcomes and action points

7.  Use reading techniques to include skimming, scanning, reading for detail, for overview and analysing on a range of written material, including media texts, official documents, business communications, literary texts and technical and or vocational material

8. Use drafting, editing and proofreading skills and the correct conventions of language usage including spelling, punctuation and syntax to produce formal written communications relevant to a particular vocational area, to include reports, correspondence, faxes, memos, minutes

9.  Use research skills to investigate relevant topics, to include use of effective study skills, research methodologies and enquiry techniques

10.  Demonstrate vocal and interactive skills in personal and professional contexts, including an oral presentation, discussion, debate, meeting, interview and or job seeking skills and for the purposes of persuading, informing, advocating, regulating

11.  Work independently and or in a supervisory capacity, displaying qualities such as assertiveness, self-confidence, tact, diplomacy, empathy and patience
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.

Section 1: Listening, Speaking and Interactive Skills

Listening, Speaking and Interactive Skills

Enable the learner to understand key terms of the communications process e.g. sender, receiver, channel, noise, feedback etc.

Explore with the learner the Channels of Communications that exist internally in an organisation i.e.

· Upward Communication

· Downward Communication

· Horizontal Communication

· Diagonal Communication

and in particular the role they play in leadership and effective management.  

Create an understanding of the different mediums of communications that exist  i.e.

· Written 

· Verbal 

· Visual

· Technological 

· Media/ Mass Communication

Explore with the learner the importance of listening, speaking and interactive skills in ensuring effective communications in personal and vocational life.  Analyse the impact of ineffective communications on personal/vocational life.

Discuss with the learner the different types of listening used in a formal and informal context for example
· Listening to Educate

· Listening to Inform

· Listening to Understand

· Listening for Pleasure

· Critical Listening

Facilitate the learner to understand the key elements of active listening i.e.

· Concentrating/Paying Attention

· Use of body language to demonstrate acknowledgement

· Providing Feedback

· Responding Appropriately

· Deferring Judgement

Create an understanding of the conditions required for active listening for example
· Physical

· Psychological

· Intellectual

· Environmental

and create an awareness of the barriers to listening that exist when the above conditions are not met e.g. 

· Noise

· Jargon

· Prejudice etc.

Discuss with the learner the various situations / activities that require active listening in both formal and informal situations such as:

· Meetings/Discussions

· Telephone Conversations

· Interviews

· Facilitation and Leading

· Negotiating, problem solving, reporting etc.

Practice and demonstrate with the learner listening skills in a variety of different roles and situations to include note taking, receiving messages, taking minutes, reporting, summarising, paraphrasing, agreeing outcomes etc.

Explore with the learner the skills required for effective verbal communications in personal and vocational life to include:

· Confidence

· Clarity of voice, pitch, tone, volume

· Pace, speed, articulation

· Body language 

· Formal v Informal Language

· The environment

· Knowledge of Topic

· Clarity of Message

Enable the learner to practice and develop good speaking skills for application in personal and vocational contexts such as role-play, discussions, meetings, problem-solving, leadership, presentations etc.

Create an awareness of the importance of presentation skills in vocational life - the role they play in improving self-confidence and enabling further personal and professional progression.

Identify the key skills required for presentations such as:

· Planning and Preparation

· Positive body language/Deportment

· Clarity of Speech, variety of tones, diction, pace etc.

· Ability to respond to questions

· Knowledge of Topic

· Awareness of Audience needs

· Formal – v – Informal Language

Practice and demonstrate presentations with a variety of topics for example CV presentation, presentation of critiques, proposals etc.

Enable the learner to construct non-verbal and visual messages, aids, images and environments that promote interpersonal communication, to include presentation aids, hand-outs, physical arrangement of meeting rooms etc.

Discuss with learner the importance of interactive skills in both formal and informal situations such as:

· Meetings/Interviews

· Brain-Storming Sessions

· Group Discussions

· Customer Service

· Career Progression

· Organisation Reviews

· Social Gatherings

Identify with the learner the skills required for active participation in group situations to include:

· Positive Contributions

· Facilitating

· Including Members

· Acceptance of Other Opinions

· Turn Taking

· Listening

· Body Language

Create an awareness of the importance of listening, speaking and interactive skills in allowing for maximum participation in both work and personal situations.

Enable the learner to demonstrate the skills required for effective leadership and participation in personal/vocational life such as:

· Assertiveness

· Self-Confidence

· Tact

· Diplomacy

· Empathy

· Patience

Section 2: Reading, Writing and Research Skills
Explore with the learner the various methods used to extract key points of information from a range of written material relevant to their vocational area including: 

· Media texts

· Official documents 

· Business Communication documents

· Literary, Technical or Vocational texts

Facilitate the learner to identify and develop skills in a range of reading techniques including: 

· Scanning 

· Skimming 

· Reading for detail, overview and analysis

Assist the learner to develop effective study skills and research methodologies and enquiry techniques to include: 

· Primary research methods

· Secondary research methods

· Qualitative and Quantitative research methods

· Action research , ethnographic research and Case Study research methods

· Marketing Research 

· Survey, Focus Group 

Assist the learner to produce formal written communication relevant to their particular vocational area which demonstrates: 

· Drafting, editing and proofreading skills

· Correct conventions of language usage including spelling, punctuation, syntax 

Explore with the learner a range of formal writing conventions and forms which include: 

· Memorandum 

· Formal Correspondence 

· Curriculum Vitae

· Project Proposal Reports and presentations

· Meeting documents (i.e. notice, agenda, minutes) 

Facilitate the learner to demonstrate project proposal writing skills to include a selection of the following headings and structure: 

· Title, contents, executive summary and introduction

· Project duration, timeline and work plan

· Project description, aims and objectives 

· Research methodology and planning

· Challenges, limitations and constraints 

· Expected outcomes and evaluation plan 

· Budget and resource planning
· Summary and Conclusion 

Facilitate the learner to record, interpret and assess the importance of non-verbal communication to everyday human interaction and to consider how the physical environment impacts on communications based on physical arrangements such as:

· Structure and layout

· Shape, Colour, Texture

· Smell and Sound 

Explore approaches to written critical evaluation and reviewing skills with the learner which demonstrate evidence and understanding of the importance of: 

· Objectivity 

· Subjectivity 

· Critical Thinking and reflection 

· Evaluation 
· Drawing conclusion and making recommendations
Section 3 – Communications and Information Technology

Create an awareness of developments in digital and mobile communications technology such as:

· Internet

· Social Media 

· Digital Identity

· Cloud Computing and Wi-Fi

· Video Conferencing

· Telephone Systems e.g. Smart Phone, PABX, VNX, etc

· Convergence and Digital Divide

· Legislation and Regulation

Explore with the learner the uses of and impact of the Internet on modern communications such as:

· Advanced internet Searches relevant to their vocational area

· On-line shopping

· Electronic Brochures

· Social Media and Blogs

· On-line Advertising

· Smart Technology e.g. Smart Phone, Smart TV, etc.

· Open Source Technology e.g. Adobe, WinZip

· Cloud Computing

· Convergence and Digital Divide

Create an awareness of the potential risks, dangers and opportunities of the Internet.

Assist the learner in Website Evaluation using headings such as:

· Functionality

· Ease of use

· Effectiveness

· Site Map

Enable the learner to describe the role of modern digital and mobile communications technology in internal and external communications for example
· Internal Communication

· Video Conferencing

· Research

· Consultation

· Transparency and Accountability

· Planning

· External Communication

· Marketing

· Sales

· Social Media

· Promotion

· Consumer/ Customer Feedback

Explore with the learner current relevant communications related legislation & regulation such as:

· Data Protection & Privacy

· Freedom of Information Legislation

· Copyright and Digital Intellectual Property Rights

· Health, Safety & Welfare in the Workplace

11. 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, assessment criteria and mark sheets, consistent with the techniques identified below and QQI assessment requirements.

Portfolio / Collection of Work

50%
Skills Demonstration


50%


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. Critique current issues in communications and information technology, to include digital and mobile technology, the internet, and the policies and principles relevant to a vocational area
	Portfolio / Collection of Work

	2. Evaluate 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, and the responsibilities that apply when working in a supervisory capacity
	Portfolio / Collection of Work

	3. Assess the impact of non-verbal communication and of the physical environment in everyday human interaction
	Portfolio / Collection of Work

	4. Construct non-verbal and visual messages, aids, images and environments that promote interpersonal communication, to include presentation aids, handouts, physical arrangement of meeting rooms
	Skills Demonstration

	5. Utilise listening skills in a variety of roles and contexts, to include note-taking, receiving messages, taking minutes, reporting, summarising, paraphrasing
	Portfolio / Collection of Work / Skills Demonstration

	6. Participate in formal and informal working groups, to include leading or facilitating, note-taking, summarising discussion, agreeing outcomes and action points
	Skills Demonstration

	7. Use reading techniques to include skimming, scanning, reading for detail, for overview and analysing on a range of written material, including media texts, official documents, business communications, literary texts and technical and or vocational  material
	Portfolio / Collection of Work

	8. Use drafting, editing and proofreading skills and the correct conventions of language usage including spelling, punctuation and syntax to produce formal written communications relevant to a particular vocational area, to include reports, correspondence, faxes, memos, minutes
	Portfolio / Collection of Work

	9. Use research skills to investigate relevant topics, to include use of effective study skills, research methodologies and enquiry techniques
	Portfolio / Collection of Work

	10. Demonstrate vocal and interactive skills in personal and  professional contexts, including an oral presentation, discussion, debate, meeting, interview and or job seeking skills and for the purposes of persuading, informing, advocating, regulating
	Skills Demonstration

	11. Work independently and or in a supervisory capacity, displaying qualities such as assertiveness, self-confidence, tact, diplomacy, empathy and patience
	Skills Demonstration


11c.  
Guidelines for Assessment Activities

Please note: In addition to referring to QQI Guidelines for Preparing Programme Descriptors, Programme Developers should also refer to QQI Quality Assuring Assessment, Guidelines for Providers, May 2007, when developing guidelines for assessment activities and assessment criteria.
The assessor is required to devise assessment briefs and marking schemes for the Collection of Work and 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 
	50%

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

	Collection of Work  

The internal assessor will devise guidelines for learners that demonstrate evidence of reading, writing and research skills.  Evidence should include a project proposal, a critical review, an evaluation, CT essay and a minimum of four other business documents.
The Project Proposal Report (20%)

The project proposal should follow a structured format with headings and should be based on the proposal type best suited to the learner’s vocational area i.e. technical, creative, research, business or a strategic proposal for an organisation or group.  It should include information gathered from a variety of sources including primary and secondary sources.  All sources must be acknowledged fully with references and bibliography and it must be word processed (approximately 1500 words)

Business Documents (10%)

The business documents should include minutes of a meeting and at least three of the following pieces – CV, Cover Letter, Fax, memorandum or other meeting documents (notice/agenda).  The business documents should be addressed to someone in a senior, managerial or advisory role and adopt the appropriate tone, length and correct conventions of language usage (ie spelling, punctuation and syntax).  The documents should show evidence of drafting, editing and proofreading skills with at least one hand written draft submitted.

Critique/Review (5%)

The critique/review may be based on a topic of the learner’s choice (i.e. arts, culture, sport, media, business, event, technology, etc) and should be approximately 500-700 words long with references and citations included.  The content of the review will form the basis for an oral presentation to the learner’s peers.

Critical Reflection (5%)

Learners must write a critical reflection of group based communications which assesses the impact of non-verbal communication and the physical environment.  It may be based on the learner’s own participation in a group as well as their evaluation of another group through observations.  Learners should take non-verbal communication into consideration which shows evidence of assertiveness, self-confidence, tact, diplomacy, empathy and patience.

Communications and Information Technology Essay (10%)

Learners must submit a structured essay which demonstrates and critiques current issues in communications and information technology and the role played by current legislation and regulation. 



	Skills Demonstration
	50%

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

	Listening, Speaking, and Interactive Skills

Oral Presentation on Critique Review/Review – 5%

The learner should make a presentation of 3 -5 minutes in duration. The presentation should also demonstrate non-verbal communication and/or the use of visual aids. It may include an opportunity to answer questions from the audience.

The presentation should be recorded on visual recorder.

CV Presentation and Interview– 15%

The internal assessor will devise a brief that requires the learner to present their CV to their peers using Presentation Software, and to then participate in an interview style questions and answer session to be led by internal assessor. The presentation should focus on the learner’s education, skills profile, work experience and interests, using their CV as a basis. 

The presentation /interview should be 10-15 minutes duration, and should be recorded on visual recorder. The interview should ideally be focused on a position relevant to the learner’s vocational area.

Group Interaction – 10%

Learners must participate in a formal group setting such as a meeting, discussion, debate etc and should demonstrate the learner’s listening, speaking and interpersonal skills.  The activity should ideally be related to the learner’s vocational area. It should assess the learner’s ability to facilitate, negotiate, turn take, etc. This must be recorded on visual recorder and should be at least 20-25 minutes in duration.

Role Play – 10%

The learner should role-play dealing with a customer/client/boss using active listening and speaking skills. It should assess the learner’s ability to deal with conflict and demonstrate problem resolution skills. It should ideally be related to the learner’s vocational area. Evidence of the role-play should be on audio or visual recorder.

Proposal Presentation – 10%

The learner must present the project proposal which has already been researched for the assessment of coursework. 

The presentation must demonstrate excellent speaking and listening skills and be delivered with great confidence. It must include the use of presentation software.

The learner must demonstrate the ability to answer questions on their chosen proposal. The presentation should be recorded on visual recorder.
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 award.
	Individual Candidate

Marking Sheet
	Communications 6N1950

Skills Demonstration 50 %


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

	Oral Presentation on Critique Review/Review
· Command of subject, captures and sustains audience interest

· Use of Appropriate language – formal/informal

· Clarity of speech, tone, voice, pace, volume

· Confidence in delivery

· Timing and structure
	5
	

	CV Presentation/Interview

Presentation 10%

· Evidence of Planning and Preparation

· Content structured and focused on job application

· Engaged with audience and sustains interest

· Delivery – fluent, correct use of language, variety of tones, clarity, diction, pace Body Language, gesture, stance all excellent

Interview 5%

· Positive Listening, eye contact, seeks clarification

· Answers relevant to questions, contain information

· Questions answered with confidence and clarity
	10

5
	

	Group Interaction
· Active and effective participation in group discussion

· Excellent group skills – listening, turn-taking, includes others

· Positive contribution, helps move discussion on/reach decisions

· Confidence in dealing with others, correct use of body language

· Contribution relevant to the aim/goal/task at all times
	10
	

	Role Play

· Demonstrates listening, interpreting and ability to respond to questions

· Ability to deal with difficult situation(s) and resolve the problem(s)

· Correct receipt and transfer of information

· Positive tone, confident

· Clarity of voice, diction is clear, well measured pace
	10
	

	Proposal Presentation

· Excellent delivery with knowledge of topic shown, clarity

· Use of appropriate language, tailored to audience needs

· Delivery is fluent, self-confidence demonstrated, body language excellent

· Layout, structure, signposting all excellent, correct use of visual aids

· Ability to answer questions on proposal/plan
	10
	

	Total Mark
	50
	


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
	Communications 6N1950

Collection of Work 50 %


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

	Project Proposal Report
· Reading techniques evident on a range of written material
· Correct conventions of language used including spelling, punctuation and syntax

· Research skills evident with a variety of sources acknowledged and referenced, with research methodology and relevant study skills described.

· Proposal follows structure and format with headings and content as directed

· Proposal presented clearly and logically in own words with evidence of planning, evaluation, in-depth analysis and conclusions
	20
	

	Business Documents
· Drafting, editing and proofreading skills evident

· Correct conventions of language usage including spelling, punctuation and syntax to produce formal written communications evident

· Correct layout used, accurate, concise, well expressed and presented, with legible handwriting 

· Documents written with appropriate tone employed  


	10
	

	Critique/Review
· Correct conventions of language including spelling, punctuation and syntax used.

· Research skills and techniques evident 

· Balanced language used to reflect objective and subjective approaches


	5
	

	Critical Reflection/Evaluation

· Assesses the impact of non-verbal communication and of the physical environment in everyday human interaction.

· Uses correct conventions of language including spelling, punctuation and syntax.

· Identifies and reflects critically on non-verbal communication qualities observed such as assertiveness, self-confidence, tact, diplomacy, empathy and patience 


	5
	

	Communications and Information Technology Essay
· Critical Analysis and Knowledge of current issues and developments in communications & information technology

· Awareness of relevant legislation
	10
	

	Total Mark
	50
	


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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