Appendix B: Sample Assessment Briefs and Marking Sheets

	Assignment 1 – Case Study

	20%


	Note to educator[footnoteRef:1]: This sample assessment brief is designed to assess the learners understanding of the concept and purpose of T&D in an individual and organisational setting. [1:  NOTE: Educator in this context refers to a teacher, tutor, instructor, assessor.] 


Adjustments can be made based on specific course requirements and preferences. Opportunity for cross-modular integration should be built in where possible. 

Assessment title: Assignment 1 – Case Study
Overview: In this assessment, you will have the opportunity to analyse the factors that influence training and development at both individual and organisational levels.  

MIMLOs covered by this assessment:
Analyse the factors that influence training and development at both individual and organisational levels. (MIMLO 1)

Assessment Details and Instructions: 

1. In this Assignment you are required to compile a Training and Development Case Study.

2. The case study should be based on real-life settings of your choice, including individuals, departments or organisations you work with, in either a paid or voluntary capacity etc.

3. The case study may be presented in multiple formats to support Universal Design for Learning (UDL), including:
a. Written report
b. Audio-narrated presentation (e.g., PowerPoint or video)
c. Multimedia project (e.g., poster with voiceover or infographic with written commentary)
See Submission Guidelines and Methods below for more details.

4. In keeping with GDPR, identifying details of organisations or individuals must not be shared and all identifying details must be changed throughout this case study to protect identities.


5. In this Case Study you should complete all of the following:

a. Briefly introduce the organisation - including the business/field in which it operates, company structure, number of locations/sites, departments, employees, products manufactured/services provided and any other relevant information.

b. Identify and analyse a range of internal and external factors influencing training and development in the chosen organisation. (5 Marks)
i. Identify at least two internal factors and two external factors (2 Marks)
ii. Analyse the significance and impact of these factors (3 Marks)

c. Examine how individual-level factors (e.g. motivation, learning preferences, experience, goals) shape training and development needs, referencing theory and case examples. (5 Marks)
i. Explain how motivation, learning preferences, and career goals shape individual training needs. (2 Marks)
ii. Reference adult learning theories where relevant. (1.5 Marks)
iii. Provide an example from your case study of how an employee’s unique circumstances (e.g. prior experience, learning preferences, motivation) can influence their training outcomes. (1.5 Marks)

d. Examine how organisational-level factors (e.g. strategy, performance management, policy) influence training and development, including barriers. (5 marks)
i. Explain organisational drivers such as strategy, vision, and policy (2 marks)
ii. Identify and discuss barriers to training (1.5 marks)
iii. Analyse performance management links to training, with case example (1.5 marks)

e. Make informed recommendations to improve training and development practices within the organisation, incorporating relevant legislation/policy and a structured conclusion. (5 marks total)
i. Reference to relevant legislation/policy impacting T&D (1.5 marks)
ii. Include at least two well-justified, practical recommendations (2 marks)
iii. Clear, structured, reflective conclusion summarising key insights (1.5 marks)

Assessment Criteria 

Your project will be evaluated based on the assessment criteria detailed in the Learner Marking Sheet which accompanies this brief.


Assessment Submission: 
Issue Date:                                                                                Submission Date:

Assessment Grading:
Distinction:  		80% - 100%  
Merit:  			65% - 79% 
Pass:  	 		50% - 64% 
Unsuccessful: 	 	0% - 49% 

Further Notes for Learners:

Submission Guidelines and Submission Method: 

Learners must choose one option.
· Option A - Written report 
· Word count: 1,250 words (± 10%)
· Format: Typed, 12pt font size, 1.5 line spacing, Arial Font
· Structure: Clear layout using headings and following case study structure. Ensure your name and page numbers are included in footer.
· Referencing: Harvard Style in text citations with full Bibliography at the end

· Option B - Audio-narrated presentation (e.g., PowerPoint or video)
· Length: The narration must be equivalent in content to approximately 1,250 words, which typically translates to 8–10 minutes of spoken content.
· Structure: Slides or visuals must clearly follow the case study structure
· Referencing: In-text referencing must be included visually on slides (e.g., (Knowles, 1980)). A final slide must list a Harvard-style bibliography.
· Presentation Quality: Clear audio quality and pacing.
· Visuals: must support rather than repeat the audio script.
· Slides must use legible fonts (e.g., Arial, min. 20pt).
· Originality: Learners must narrate in their own voice (no AI or text-to-speech tools).
· Content must reflect individual understanding and analysis


· Option C - Multimedia project (e.g., poster with voiceover or infographic with written commentary)
· Content Volume: The total content (audio + text) must be equivalent to approximately 1,250 words in depth and detail.
· Structure & Content Requirements: Must clearly address all assessment headings and criteria.
· Each section of the case study must be visually distinct and labelled.
· Written Commentary or Voiceover: If using a voiceover: Max 8–10 minutes, structured and clearly linked to visual elements. If using written commentary: Accompanying text must be presented clearly and concisely, either embedded or in a separate document.
· Referencing: Harvard-style in-text citations included in text or design. A Harvard-style bibliography must accompany the submission (in document or as an extra slide/section).
· Format: All text must be in a readable font (Arial or similar, minimum 12pt).
· Design must be accessible, avoiding overcrowding, using good contrast, and including alt-text where possible.
· Originality & Format: Must be the learner’s original work.
· Must be submitted in an accessible format (e.g., PDF, MP4, PowerPoint).

Assessment Instructions:

Note: XXX ETB promote academic integrity in all our work.  Plagiarism and academic misconduct will not be tolerated and can have serious consequences for you in achieving your award.  Ensure that all sources are properly cited and referenced according to academic conventions. 

XXX ETB reserve the right to request additional supporting evidence from the student to demonstrate that the submission is the student's own work

This referencing guide will support you in ensuring that your work is to the highest academic integrity standard. 






	Assignment 2 – Presentation

	20%


	Note to educator[footnoteRef:2]: This sample assessment brief is designed to assess the learners understanding and knowledge of conducting a Training Needs Analysis. Adjustments can be made based on specific course requirements and preferences. Opportunity for cross-modular integration should be built in where possible.  [2:  NOTE: Educator in this context refers to a teacher, tutor, instructor, assessor.] 


Assessment title: Training Needs Analysis Presentation

Overview: In this assessment, you will have the opportunity to present your understanding and knowledge on the reasons for conducting a Training Needs Analysis (TNA) and on how to conduct a TNA in an organisational and individual setting.

MIMLOs covered by this assessment:

Critically assess the processes and steps involved in conducting a Training Needs Analysis (TNA). (MIMLO 2)

Assessment Details:
· In this assignment you are required to compile an individual presentation focusing on critically assessing the processes and steps for conducting a Training Needs Analysis.

· The presentation may be presented in multiple formats to support Universal Design for Learning (UDL), including:
· Live Presentation with live Q&A
· Pre-recorded audio-narrated presentation (e.g., PowerPoint or video) with live Q&A
See Submission Guidelines and Methods below for more details.

· In the presentation you should include all of the following:

· Critically discuss a range of reasons for conducting a TNA at both individual and organisational levels (5 marks total)
· Identify and explain at least two organisational reasons for conducting a TNA) (2 marks)
· Identify and explain at least two individual-level reasons for conducting a TNA (2 marks)
· Provide a case-based example illustrating the rationale for a TNA, showing critical awareness of context (2 marks)

· Evaluate the potential benefits and limitations of conducting a TNA from both individual and organisational perspectives (5 marks total)
· Outline at least two clear benefits for the organisation (2 marks)
· Outline at least two benefits for individuals (2 marks)
· Consider limitations or challenges of TNA in practice (1 mark)

· Explain and compare a range of approaches and techniques used in conducting a TNA (5 marks total)
· Described and compared at least three TNA approaches/techniques (3 marks)
· Explained how different methods may be more/less effective in various contexts (2 marks)

· Outline and justify the key stages in the TNA process (4 marks total)
· Outline a logical and structured sequence of TNA stages (2 marks)
· Justify the importance of each stage and its contribution to accurate needs identification (2 marks)

· The learner should use appropriate visual aids/presentation software.

· The live presentation will be video recorded as evidence for assessment and learners will also be required to submit their visual aids/slides etc.  The pre-recorded presentation files will be submitted as evidence for assessment.  Assessors will conduct the live Q&A with all participants.

· The presentation should reference appropriate theories, policies, legislation and other relevant materials relating to Training Needs Analysis.  A list of references should be included in slides/presentation.

· In keeping with GDPR, any identifying details of organisations or individuals must not be shared, and all identifying details must be changed throughout this presentation to protect identities.

Assessment Criteria 

Your project will be evaluated based on the assessment criteria detailed in the Learner Marking Sheet which accompanies this brief.

Assessment Submission: 
Issue Date:                                                                                Submission Date:

Assessment Grading: 
Distinction:  		80% - 100%  
Merit:  			65% - 79% 
Pass:  	 		50% - 64% 
Unsuccessful: 	 	0% - 49% 

Further Notes for Learners:
 
Submission Guidelines and Method: 
Learners must choose one option.

Option A: Live Presentation with Q&A
· The learner must deliver a live presentation in real-time to the assessor covering all elements outlined above.
· Duration: 10 minutes maximum, followed by 2 minutes of live Q&A with the assessor.
· Presentation must be prepared in advance (e.g., PowerPoint, Google Slides, Prezi) and shared during the live session.
· Slides must use legible fonts (e.g., Arial, min. 20pt).
· Learners are expected to:
· Communicate clearly and professionally.
· Demonstrate familiarity with the content (reading slides verbatim is discouraged).
· Be prepared to respond to two questions posed by the assessor, showing understanding of the material presented.
· Learners must cite sources within the slides and include a final reference slide using Harvard referencing style.

Option B: Pre-Recorded Audio-Narrated Presentation with Live Q&A
· Learners may submit a pre-recorded presentation (e.g., narrated PowerPoint, video, or screen-recorded presentation with voiceover) covering all of the elements outlined above.
· Duration: 10 minutes maximum. Submissions exceeding the time limit may have marks deducted.
· A live follow-up Q&A session (2 minutes) will be scheduled with the assessor after submission to assess understanding.
· The recorded presentation must include:
· Clear audio narration of the content.
· Visual presentation (e.g., slides or screen content).
· Professional tone, structure, and pacing.
· Originality: Learners must narrate in their own voice (no AI or text-to-speech tools).
· The final slide must contain a Harvard-style reference list, and in-text citations must appear on relevant slides.

Note: XXX ETB promote academic integrity in all our work.  Plagiarism and academic misconduct will not be tolerated and can have serious consequences for you in achieving your award.  Ensure that all sources are properly cited and referenced according to academic conventions. 

XXX ETB reserve the right to request additional supporting evidence from the student to demonstrate that the submission is the student's own work.

This referencing guide will support you in ensuring that your work is to the highest academic integrity standard. 




	Project

	60 %


	Note to educator[footnoteRef:3]: This sample assessment brief is designed to assess the learner’s competence to conduct a real-life TNA, understanding of Instructional Design and proficiency in designing a training intervention. Adjustments can be made based on specific course requirements and preferences. Opportunity for cross-modular integration should be built in where possible.  [3:  NOTE: Educator in this context refers to a teacher, tutor, instructor, assessor.] 


Assessment title: Training Needs Analysis and Training Design Project

Overview: In this assessment, you will have the opportunity to conduct a Training Needs Analysis and evaluate a range of Instructional Design Models followed by designing a training programme/intervention based on the training needs identified in the Training Needs Analysis.

MIMLOs covered by this assessment:
Conduct a Training Needs Analysis (TNA) to identify training and development needs. (MIMLO 3)
Evaluate a range of Instructional Design Models and their application in devising and designing Training (MIMLO 4)
Design a training intervention that addresses the prioritised needs identified through the Training Needs Analysis (TNA). (MIMLO 5)

Assessment Details:

In this Project you are required to complete the following three section:

Section A: Conduct a Training Needs Analysis (25 Marks)
Section B: Evaluation of Instructional Design Models (10 Marks)
Section C: Design a Training Programme/Intervention (25 Marks)

The project may be presented in multiple formats to support Universal Design for Learning (UDL), including:
· Written Report OR
· Structured ePortfolio (e.g. Microsoft SWAY, Padlet, Google Sites)

See Assessment Guidelines and Submissions below for more details
Part A: Conduct a Detailed Training Needs Analysis (25 Marks)
You must carry out a comprehensive TNA for an organisation, department, or group of employees. 
Your analysis should include:
· Introduction and Rationale for TNA – Explain why a TNA is being conducted and its importance in both organisational and individual contexts. (3 marks)
· Design of the TNA – Describe and justify the TNA method(s) used (e.g. surveys, interviews, performance data, observations). (4 marks)
· Evidence of Research & Data Collection – Show how you gathered information using credible sources. (6 marks)
· Analysis of Research & Data – Identify skill gaps and training needs based on the collected data. (6 marks)
· Feedback, Action Plan & Recommendations – Develop a prioritised action plan with recommendations for addressing the identified training needs. (6 marks)

· The Training Needs Analysis should be based on a real – life situation, ideally focusing on an organisational/departmental situation.
· Each step/section should be clearly presented and labelled. 
· Evidence of research and data collection must be included with the TNA.  
· Any GDPR considerations should be taken into account and any identifying details of organisations or individuals must not be shared.  All identifying details must be changed throughout this presentation to protect identities.

Part B: Evaluate Instructional Design Models (10 Marks)

You must research and evaluate different Instructional Design (ID) models and their application in training design. 
· This section should include:

· Explanation of at least two ID models (e.g. ADDIE, Kirkpatrick, Gagné), highlighting their principles. (4 marks)
· Comparison of models, discussing their strengths and limitations. (3 marks)
· Justification of chosen model – Explain why you selected a particular model for this training project. (3 marks)

Part C: Design a Training Intervention Based on the TNA (25 Marks)

Using the findings from your TNA, design a training intervention that effectively addresses the identified training needs. 

· Your intervention should include:

· Programme Overview – Provide a structured summary of the training programme, including clear learning outcomes. (5 marks)
· Training Plan– Outline the number of sessions, objectives, and content to be covered. (5 marks)
· Two Detailed Lesson Plans – with evidence of inclusion of timings, learning and assessment activities and a variety of interactive training methods (5 marks)
· Related learning materials, resources, exercises and aids for the 2 lesson plans (e.g. slides, worksheets, e-learning tools). (5 marks)
· Planned Evaluation of Training Programme – Explain how training effectiveness will be measured (e.g. feedback, pre/post-assessments). (5 marks)

· Ensure the training design follows the ISD Model chosen/ indicated in Part B and that throughout the design that you incorporate factors like adult learning theories, motivation theories, universal design for learning, target group, learning environment, resources available and so forth.

Assessment Criteria 

Your project will be evaluated based on the assessment criteria detailed in the Learner Marking Sheet which accompanies this brief.


Assessment Submission: 
Issue Date:                                                                                Submission Date:

Assessment Grading: 
Distinction:  		80% - 100%  
Merit:  			65% - 79% 
Pass:  	 		50% - 64% 
Unsuccessful: 	 	0% - 49% 

Further notes for learners: 

Submission Guidelines and Submission Methods
Learners choose ONE of the following methods:
In line with Universal Design for Learning, learners may select the submission format that best suits their learning preferences and strengths. 
Regardless of submission method, all work must demonstrate evidence of achievement of the stated learning outcomes and meet academic standards.
Option A: Written Report
· Submit a single, clearly structured written report (approx. 3,000–3,500 words).
· The report must be formatted using:
· Arial font, size 12, 1.5 line spacing.
· Section headings for Parts A, B, and C.
· Appendices may be used for lesson plans, visuals, and supporting materials.
· Include Harvard referencing with in-text citations and a full bibliography.
· Submit via the agreed platform by the submission deadline.

Option 2: Structured E-Portfolio
· Submit a multimedia portfolio using a suitable platform (e.g. Google Slides/Sites, Padlet, Wakelet, etc.).
· Word Count: Equivalent to approx. 3,000–3,500 words including multimedia elements
· Content must be clearly divided into Sections A, B, and C and must contain a logical flow of information.
· Lesson plans and resources should be accessible and downloadable if possible.
· Audio, video, or interactive elements must be clear and purposeful.
· Include Harvard referencing throughout and a full bibliography.
· Share a working, accessible link by the submission deadline.

Assessment Instructions: 

Note: XXX ETB promote academic integrity in all our work.  Plagiarism and academic misconduct will not be tolerated and can have serious consequences for you in achieving your award.  Ensure that all sources are properly cited and referenced according to academic conventions. 

XXX ETB reserve the right to request additional supporting evidence from the student to demonstrate that the submission is the student's own work

This referencing guide will support you in ensuring that your work is to the highest academic integrity standard. 

















Sample Learner Marking Sheet(s)
	Sample Learner Marking Sheet 
Training Needs Identification and Design 6N3325
	Learner Name: 


	Assessment Technique: 
Assignment 1 20% - Case Study
	Maximum Mark 
	Learner Mark 

	Assessment Criteria:

Identified and analysed a range of internal and external factors influencing training and development in the chosen organisation. (5 marks total)
· Identification of at least two internal and two external factors (2 marks)
· Analysis of the significance and impact of these factors (3 marks)

Examined how individual-level factors (e.g. motivation, learning preferences, experience, goals) shape training and development needs, referencing theory and case examples. (5 marks total)
· Explanation of key individual-level factors (2 marks)
· Application of adult learning theory to context (1.5 marks)
· Use of relevant example(s) from the case (1.5 marks)

Examined how organisational-level factors (e.g. strategy, performance management, policy) influence training and development, including barriers. (5 marks total)
· Explanation of organisational drivers such as strategy, vision, and policy (2 marks)
· Identification and discussion of barriers to training (1.5 marks)
· Analysis of how performance management links to training, with case example (1.5 marks)

Made informed recommendations to improve training and development practices within the organisation, incorporating relevant legislation/policy and a structured conclusion. (5 marks total)
· Reference to relevant legislation/policy impacting T&D (1.5 marks)
· At least two well-justified, practical recommendations (2 marks)
· Clear, structured, reflective conclusion summarising key insights (1.5 marks)
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	Total Mark Assignment 1
	20
	

	
	
	



	Assessor’s Signature: 
 
	 
	Date: 

	External Authenticator’s Signature: 
 
	 
	Date: 





	Sample Learner Marking Sheet 
Training Needs Identification and Design 6N3325
	Learner Name: 


	Assessment Technique: 
Assignment 2 20% - Presentation
	Maximum Mark 
	Learner Mark 

	
Assessment Criteria:

Critically discussed a range of reasons for conducting a TNA at both individual and organisational levels (6 marks total)
· Identified and explained at least two organisational reasons for conducting a TNA) (2 marks)
· Identified and explained at least two individual-level reasons for conducting a TNA (2 marks)
· Provided a case-based example illustrating the rationale for a TNA, showing critical awareness of context (2 marks)

Evaluated the potential benefits and limitations of conducting a TNA from both individual and organisational perspectives (5 marks total)
· Outlined at least two clear benefits for the organisation (2 marks)
· Outlined at least two benefits for individuals (2 marks)
· Considered limitations or challenges of TNA in practice (1 mark)

Explained and compared a range of approaches and techniques used in conducting a TNA (5 marks total)
· Described and compared at least three TNA approaches/techniques (3 marks)
· Explained how different methods may be more/less effective in various contexts (2 marks)
Outlined and justified the key stages in the TNA process (4 marks total)
· Outlined a logical and structured sequence of TNA stages (2 marks)
· Justified the importance of each stage and its contribution to accurate needs identification (2 marks)
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	Total Mark Assignment 2
	20
	

	
	
	

	Assessor’s Signature: 
 
	 
	Date: 
	 

	External Authenticator’s Signature: 
 
	 
	Date: 
	 






	Sample Learner Marking Sheet 
Training Needs Identification and Design 6N3325
	Learner Name: 


	Assessment Technique: 
Project – 60%
	Maximum Mark 
	Learner Mark 

	
Assessment Criteria:

Detailed Training Needs Analysis carried out on chosen area, with comprehensive treatment of each stage of the TNA, to include:

· Introduction and Rationale for TNA: Clearly explained why a TNA is being conducted, including organisational and individual-level training needs. (3 marks)

· Design of the TNA: Described the chosen TNA methods (e.g. surveys, interviews, observations) and justified their suitability. (4 marks) 

· Evidence of Research & Data Collection: Demonstrated use of credible data sources, ensuring a structured and valid TNA process. (6 marks) 

· Analysis of Research & Data: Effectively analysed the collected data, identifying key skill gaps and training needs. (6 marks) 

· Feedback, Action Plan, and Recommendations: Provided a clear action plan, prioritising training needs and linking recommendations to findings. (6 marks)

Outlined a range of Instructional Design Models and their application in devising and designing training to include:

· Explanation of at least two Instructional Design models including their principles. (4 marks) 

· Comparison of Models, highlighting strengths and limitations in a training design context. (3 marks) 

· Justification of Chosen Model for this training project, with a clear rationale for selection. (3 marks)

Devised training on identified and prioritised training needs from the above Training Needs Analysis to include:

· Programme Overview: Outlined the structure of the training with clear learning outcomes stated and linked to the TNA. (5 marks)

· Training Plan: Provided a structured overview of training sessions, including duration, content, and objectives. (5 marks) 

· Detailed Lesson Plans: Included varied training methods (e.g. lectures, role-plays, discussions, case studies) to cater to different learning preferences. (5 marks)

· Learning Materials, Resources, and Aids: Demonstrated relevance and appropriateness of supporting materials (e.g. slides, handouts, digital tools). (5 marks) 

· Planned Evaluation of Training Programme: Explained how training effectiveness will be measured (e.g. feedback forms, pre/post-assessments, Kirkpatrick model). (5 marks)
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	Total Mark Project
	60
	

	

	[bookmark: _Hlk191197933]Assessor’s Signature: 
 
	 
	Date: 
	 

	External Authenticator’s Signature: 
 
	 
	Date: 
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