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Laois and Offaly Education and Training Board

Programme Module for 
Supervisory Management

Leading to 
Level 6 QQI  
Supervisory Management 6N4329



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

	03
	1st April 2024*
*Courses during academic year September 2023 - June 2024 that started with version 02 should finish out with that version
	Significant changes to Section 11, please read carefully




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.
Title of Programme Module
Supervisory Management

Component Name and Code 
Supervisory Management  6N4329

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 will provide the learner with the relevant knowledge, skill and competence to work independently in a supervisory management capacity in a variety of sectors.


Objectives of the Programme Module
· To develop a comprehensive understanding of the role, duties and responsibilities of a supervisory manager in the modern workplace.
· To facilitate learners to appreciate the importance of developing and implementing quality systems, procedures and standards within an organisation based on industry standards, recommended practice and statutory compliance.
· To enable an understanding of the recruitment and employment process, including evaluation of need, resource planning, sourcing, screening and evaluation of candidate suitability.
· To assist the learner in developing an appreciation of the risks, liability and importance of adequate insurance cover.
· To develop an appreciation for the importance of and practical skills to devise and maintain departmental budgets and operational records, rosters and maintenance schedules.
· To create an awareness of modern staff training and development including needs assessment and feedback, and selection and use of a variety of training methods, supporting aids and materials.
· To assist the learner to develop the academic and vocational language, literacy and numeracy skills related to Supervisory Management through the medium of the indicative content 
· To enable the learner to exercise substantial personal autonomy and responsibility.

Learning Outcomes of Level 6 Supervisory Management 6N4329
Learners will be able to:
1. Summarise the duties and responsibilities of a supervisory manager, to include reference to relevant policies and services in the chosen vocational or work environment.
2. Evaluate up-to-date industry standards, guidelines and recommended practices that affect the work environment, to include the purpose and methods of supervision, the staff code of conduct, advantages and disadvantages of in-house and contract staff, and of membership of professional or trade associations, trade unions and/or a works committee.
3. Describe the precautions necessary to safeguard information and/or records.
4. Describe key steps required to recruit staff, to include pre-planning, methods to source and screen staff, use of an application form to shortlist candidates, and the benefits of a chosen approach.
5. Analyse the risks for which adequate insurance cover is recommended.
6. Draft a range of procedures for work-related activities, to include lines of communication with clients, colleagues and other relevant parties, procedures for maintaining effective standards of service, criteria for staff recruitment and criteria for supervisory procedures.
7. Devise a system for maintaining work-related records, to include operational records, a work roster for operational staff, and a maintenance schedule for equipment and vehicles.
8. Prepare a departmental budget, to include details of planned spending under a number of headings and of contingency spending.
9. Train staff, drawing on up-to-date industry standards in training using appropriate aids and support material, and assessing the suitability of individuals during the training session.
10. Carry out staff evaluations to include achievement of objectives, feedback on performance and identification of opportunities for personal development.

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 : Operational Management
Learning outcomes: 1, 3, 5, 6, 7, 8, 
· Facilitate the learner in examining the role, duties and responsibilities of a supervisory manager for example: 
· The organisations policy
· Personnel management procedures
· Service level agreements
· Health and safety requirements

· Facilitate the learner to appreciate the precautions necessary to safeguard the confidentiality and security of information held both in physical and digital form, to include: 
· Records, data and files
· Electronic transmission
· The data protection act

· To develop an understanding of the risks in the work environment for which adequate insurance cover is required such as:
· Employers liability
· Public liability
· Professional indemnity
· Building and contents
· Vehicles and machinery

· Facilitate the learner to explore a range of 'standard operating procedures' for work-related activities including: 
· lines of communication with clients, colleagues and other relevant parties
· maintaining effective standards of service
· criteria for supervisory procedures

· Facilitate the learner to explore and devise systems for maintaining work-related records for example: 
· Operational performance
· Staff work roster
· Annual leave and absence
· Maintenance schedule for equipment or vehicles

· Facilitate the learner to prepare a departmental expenditure budget with a number of headings to include planned and contingency spending, such as an annual budget with a monthly breakdown for example: 
· Supplies and consumables
· Food and cleaning materials
· Maintenance materials and equipment

Section 2: Recruitment, Training and Supervision
Learning outcomes: 2, 4, 9, 10
· Explore with the learner the key steps in the recruitment and employment process for example: 
· Human resource planning
· Criteria for staff recruitment
· Methods to source and screen staff
· Application forms and competency based techniques

· Examine with the learner up-to-date industry standards, guidelines and practice in the work environment regarding:
· Purpose and methods of supervision
· Staff code of conduct
· Advantages and disadvantages of in-house and contract staff
· Membership of representative bodies such as:
· Professional or trade associations
· Trade unions and/or a works committee.



· Facilitate the learner to train staff,  based on best practice methods and standards including for example:
· Devising or sourcing support materials and videos
· Appropriate use of aids and supports
· Feedback and measuring effectiveness

· Facilitate the learner to carry out staff evaluations, using up-to-date industry and business practice for conducting staff reviews and evaluations to include:
· Achievement of agreed objectives
· Feedback on performance
· Suitability of individuals 
· Identification of areas for improvement
· Recognising personal development opportunities
· Identify strategies for encouraging staff

Assessment
[bookmark: Section11]11a. Assessment Techniques
Skills Demonstration           60%
Collection of Work		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. Summarise the duties and responsibilities of a supervisory manager, to include reference to relevant policies and services in the chosen vocational or work environment.
	Collection of Work

	2. Evaluate up-to-date industry standards, guidelines and recommended practices that affect the work environment, to include the purpose and methods of supervision, the staff code of conduct, advantages and disadvantages of in-house and contract staff, and of membership of professional or trade associations, trade unions and/or a works committee.
	Collection of Work

	3. Describe the precautions necessary to safeguard information and/or records.
	Collection of Work

	4. Describe key steps required to recruit staff, to include pre-planning, methods to source and screen staff, use of an application form to shortlist candidates, and the benefits of a chosen approach.
	Collection of Work

	5. Analyse the risks for which adequate insurance cover is recommended.
	Collection of Work

	6. Draft a range of procedures for work-related activities, to include lines of communication with clients, colleagues and other relevant parties, procedures for maintaining effective standards of service, criteria for staff recruitment and criteria for supervisory procedures.
	Skills Demonstration

	7. Devise a system for maintaining work-related records, to include operational records, a work roster for operational staff, and a maintenance schedule for equipment and vehicles.
	Skills Demonstration

	8. Prepare a departmental budget, to include details of planned spending under a number of headings and of contingency spending.
	Skills Demonstration

	9. Train staff, drawing on up-to-date industry standards in training using appropriate aids and supporting material, and assessing the suitability of individuals during the training session.
	Skills Demonstration

	10. Carry out staff evaluations to include achievement of objectives, feedback on performance and identification of opportunities for personal development.
	Skills Demonstration



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










	Skills Demonstration
	60%

	This assignment may be carried out within a reasonable time after the module content has been delivered.

	In one or more skills demonstrations, the internal assessor will devise an assessment brief(s) that is designed to enable the learner to produce evidence covering learning outcomes 6, 7, 8, 9 and 10

· Draft a range of procedures for work related activities to include communication with clients, colleagues and other relevant parties; procedures for maintaining effective standards of service; criteria for staff recruitment and criteria for supervisory procedures.
· Devise a system for maintaining work related records, to include operational records, a work roster for operational staff and a maintenance schedule for equipment and vehicles
· Prepare a departmental budget to include details of planned spending under a number of headings and of contingency spending.
· Train staff, drawing on up-to-date industry standards in training using appropriate aids and supporting material, and assessing the suitability of individuals during the training session.
· Carry out staff evaluations to include achievement of objectives, feedback on performance and identification of opportunities for personal development. 

The skills demonstration(s) can be based on the learner’s workplace or an organisation that the learner is familiar with. The assessor could devise a scenario or provide a case study of an organisation that the learner can use as a basis to produce material that will enable the learner to cover the specified learning outcomes. All resources must be acknowledged through references or bibliography.

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

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






	Collection of Work
	40%

	This assignment may be carried out within a reasonable time after the module content has been delivered.

	
The internal assessor will devise an assessment brief(s) for the Collection of Work covering learning outcomes 1, 2, 3, 4 and 5
· Summarise the duties and responsibilities of a supervisory manager to include reference to relevant policies and services in the chosen vocational or work environment
· Evaluate up-to-date industry standards, guidelines and recommended practices that affect the work environment to include the purpose and methods of supervision, the staff code of conduct, advantages and disadvantages of in-house and contract staff and of membership or professional or trade associations, trade unions and/or a works committee
· Describe the precautions necessary to safeguard information and/or records
· Describe key steps required to recruit staff, to include pre-planning, methods to source and screen staff, use of an application form to shortlist candidates, and the benefits of a chosen approach
· Analyse the risks for which adequate insurance cover is recommended

The collection of work brief can be devised to focus on the learner’s workplace or an organisation that the learner is familiar with. The learner could be directed to website resources to research best practice in their vocational area as a support to produce material that will enable the learner to cover the specified learning outcomes. All resources must be acknowledged through references or bibliography.

Evidence for this assessment technique may take the form of written, visual or digital evidence, or any combination of these. Any 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%

Laois and Offaly ETB
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.
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	Supervisory Management
6N4329
	Learner Marking Sheet
Skills Demonstration 60% 



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

	Drafted a range of procedures for work related activities to include communication with clients, colleagues and other relevant parties; procedures for maintaining effective standards of service; criteria for staff recruitment and criteria for supervisory procedures
	15
	

	Devised a system for maintaining work related records, to include operational records, a work roster for operational staff and a maintenance schedule for equipment and vehicles
	10
	

	Prepared a departmental budget to include details of planned spending under a number of headings and of contingency spending.
	10
	

	Trained staff, drawing on up-to-date industry standards in training using appropriate aids and supporting material, and assessing the suitability of individuals during the training session.
	15
	

	Carried out staff evaluations to include achievement of objectives, feedback on performance and identification of opportunities for personal development. 
	10
	

	Total Mark
	60
	



NO ROUNDING OF MARKS

The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the marks awarded here have been transcribed to the Summary Results Sheet

External Authenticator's Signature: ............................................................   Date: ...............................

	Supervisory Management
6N4329
	Learner Marking Sheet
Collection of Work 40%




Learner’s Name: ________________________________
	Assessment Criteria
	MaximumMark
	Learner Mark

	Summarised the duties and responsibilities of a supervisory manager to include reference to relevant policies and services in the chosen vocational or work environment
	10
	

	Evaluated up-to-date industry standards, guidelines and recommended practices that affect the work environment to include the purpose and methods of supervision, the staff code of conduct, advantages and disadvantages of in-house and contract staff and of membership or professional or trade associations, trade unions and/or a works committee
	10
	

	Described the precautions necessary to safeguard information and/or records
	5
	

	Described key steps required to recruit staff, to include pre-planning, methods to source and screen staff, use of an application form to shortlist candidates, and the benefits of a chosen approach
	10
	

	Analysed the risks for which adequate insurance cover is recommended
	5
	

	Total Mark
	40
	




NO ROUNDING OF MARKS


The Assessor has signed the Summary Results Sheet to verify that the evidence presented in the attached portfolio is the work of the named learner and that the marks awarded here have been transcribed to the Summary Results Sheet

External Authenticator's Signature: ............................................................   Date: ...............................
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