Appendix B: Sample Assessments
	Sample Assessment 1: Collection of Work
	Weighting: 50%

	Sample Assessment 1 - Note to educator6: This sample assessment brief is designed to assess a range of communication skills aligned with specific MIMLOs. Adjustments can be made based on specific course requirements and preferences. Opportunities for integration of assessment activities within the module, as well as cross-modular integration, should be built in where possible.

	Part A: Structured Report - 10 Marks
MIMLOs covered: 1, 5, 6

Objective:
To demonstrate your ability to write a structured report using ethical research and proper writing techniques.

Instructions:
· Write a formal report (500-700 words) on a topic of interest to you or your career 
Example topics: 
· The Role of the GAA in Your Local Community
· The Importance of Adult Education
· How to Set and Achieve Personal Goals
· The Benefits of a Healthy Work-Life Balance
· Use at least two credible sources to support your report. AI-generated sources do not count.
· Structure your report with: 
· Introduction – Briefly introduce your topic and its importance.
· Main Body – Present key points, supported by research.
· Conclusion – Summarise key findings and insights.
· Use a simple and consistent referencing format (e.g., author name, article title, website name). 
· Ensure originality—write in your own words and avoid direct copying. 
· Show evidence of drafting and editing before final submission.

Submission Guidelines:
Submit your report as a written document (500–700 words).
Upload your file to [insert platform] by [insert deadline].

Suggested Marking Criteria – 10 Marks
1. Content and Research (4 Marks) – The report is well-structured, demonstrates clear understanding of the topic and uses at least two credible sources. (MIMLO 5, 6) 
2. Writing Quality and Clarity (4 Marks) – The report is written in a formal, clear and well-organised manner, with appropriate tone and grammar. (MIMLO 5)
3. Referencing and Presentation (2 Marks) – Proper citation of sources is used and the document is formatted professionally and ethically. (MIMLO 1, 6)

	Part B: Functional Writing - 10 Marks
MIMLOs covered: 5, 6

Objective:
To show that you can write formal documents for real-life situations.

Instructions:
Choose a minimum of two of the following writing tasks:
· Job Application: Write a CV and cover letter for a real or fictional job.
· Formal Business Email: Write a professional email (e.g., job acceptance, complaint, business request).
· Letter of Recommendation or Request: A letter asking for sponsorship or recommending someone for a role.
· Agenda and Minutes of a Meeting
· Other relevant workplace documents
Or 

Complete the administration tasks as per the request from your hypothetical manager below: 

	
[image: ]___________________________________________________________________________________________
To ____________________________________________________________________________________________________
Cc____________________________________________________________________________________________________
Re: Admin tasks to do this week_________________________________________________________________________

Hi XXXXX,
I hope you had a great weekend. As discussed in our last meeting, here is a reminder of your tasks for this week in preparation for the company Christmas party.
1. Venue & Catering Confirmation Email – Draft a professional email to the venue manager to confirm the booking details, including the date, time, menu options and any dietary requirements for guests. 
2. Guest Invitation Email – Create a festive and engaging email invitation for the staff. Include the event details, RSVP instructions, dress code and any additional information they may need. Ensure the tone is warm and celebratory.

Please send your draft emails to me by Friday for review. Let me know if you have any questions. Looking forward to seeing your work!

All the best, 
Maureen

Manager
Premier Office Solutions
Main Street, Some Town, Some Place
www.premierofficesolutions.abc




Writing Guidelines:
· Total word count: 600–1000 words across all submissions. 
· Use clear headings and a professional format
· Keep your writing formal and polite
· Use the correct layout (e.g., CV format, email structure, letter format)
· Show drafting and editing before submitting your final work
Submission Guidelines:
· Submit your work as a written document (Total: 600–1000 words).
· Due date: [as instructed by your teacher]
Marking Criteria (10 Marks):
1. Content & Structure (4 marks): Well-organised and relevant writing. (MIMLO 5, 6)
2. Writing Quality (3 marks): Clear, professional and suitable tone. (MIMLO 5)
3. Formatting & Presentation (2 marks): Correct use of formal writing conventions. (MIMLO 6)
4. Evidence of Drafting (1 marks): Shows proof of editing and improving work. (MIMLO 5)

	Part C: Personal Expression - 10 Marks
MIMLOs covered: 5

Objective:
Show that you can express your thoughts, opinions or experiences in an engaging way.

Instructions:
Choose a topic that interests you and write 500–700 words. You can write in any of these formats:
· A journal entry (reflecting on an experience or event)
· An opinion piece (sharing your views on a topic)
· A book, movie or event review
· A letter (to your future self, a fictional character or someone you admire)
· A poem or song lyrics

Submission Guidelines:
You can submit your work in a format that works best for you:
· Written: (500–700 words)
· Audio: Voice recording (4–6 minutes)
· Video: Presentation or performance (4–6 minutes)
· Creative: Infographic, digital presentation, podcast, short video, spoken word, etc.

Marking Criteria (10 Marks):
1. Depth and Originality (4 marks): Thoughtful and unique perspective. (MIMLOs 2, 4)
2. Writing Style and Creativity (4 marks): Engaging, clear expression with personal voice. (MIMLOs 2, 5)
3. Structure and Flow (2 marks): Well-organised piece with logical progression. (MIMLO 5)

	Part D: Reading Comprehension & Interpretation - 10 Marks
MIMLOs covered: 5

Objective:
To show that you can understand and think about different types of texts by answering questions that test both comprehension and interpretation.
Instructions:
Reading Comprehension Task (5 Marks)
Text: (Assessor provides a short, easy-to-read article, blog post or news story – around 200–300 words. Example topics: "The Benefits of Walking Every Day" or "How Smartphones Have Changed Communication.")
Instructions:
Read the passage carefully and answer the following questions in full sentences:
1. What is the main topic of the text? (1 mark)
2. List two key points mentioned in the text. (1 mark)
3. According to the text, what is one benefit/problem mentioned? (1 mark)
4. What type of text is this (e.g., article, blog, report)? How do you know? (1 mark)
5. Find one fact in the text and write it in your own words. (1 mark)

Reading Interpretation Task (5 Marks)
Text: (Assessor provides a short, simple story, poem or personal essay – 200–300 words. Example topics: "A Day I’ll Never Forget" or "A Story About Facing Fear.")
Instructions:
Read the passage carefully and answer the following questions in full sentences:
1. What do you think is the main message of the text? (1 mark)
2. How do you think the main character/person in the story feels? Why? (1 mark)
3. What is the mood of the text (e.g., happy, sad, inspiring)? How do you know? (1 mark)
4. Do you think this story is realistic? Why or why not? (1 mark)
5. How does this text connect to your own life or experiences? (1 mark)

Submission Guidelines:
You can submit your work in a format that works best for you:
· Written: (1-3 sentences per question).
· Audio: Voice recording (3–5 minutes).
· Video: Short discussion or presentation (3–5 minutes).
· Creative Format: Mind map, infographic or a short reflective journal entry.
Marking Criteria – Reading Comprehension (5 Marks): 
1. Understanding the Main Topic (1 mark) Clearly identifies and explains the main topic of the text. (MIMLO 5)
2. Identifying Key Points (1 mark) Lists two relevant and accurate key points from the text. (MIMLO 5)
3. Recognising a Benefit/Problem (1 mark) Identifies and explains one benefit or problem mentioned in the text. (MIMLO 5)
4. Identifying the Type of Text (1 mark) Correctly identifies the text type and justifies the answer. (MIMLO 5)
5. Paraphrasing a Fact (1 mark) Accurately paraphrases one fact from the text in their own words. (MIMLO 5)
Marking Criteria – Reading Interpretation (5 Marks):
1. Main Message (1 mark): Clearly explains the deeper message or theme of the text. (MIMLO 5)
2. Character Feelings (1 mark): Identifies how the main character feels and provides clear reasoning. (MIMLO 2)
3. Mood of the Text (1 mark): Identifies the mood of the text and justifies reasoning with examples. (MIMLO 2)
4. Realism of the Story (1 mark): Provides a clear answer about whether the story is realistic with a reason. (MIMLO 5)
5. Connection to Personal Experience (1 mark): Connects the text to their own life or experiences thoughtfully. (MIMLO 4)


	



Part E: Digital Literacy - 10 Marks
MIMLOs covered: 1, 5, 6

Objective:
To show that you can think critically about media and online information by checking if a source is trustworthy. This task will help you spot fake news and think critically about online content.

Instructions:
1. Choose a media or online source – this could be:
· A news article or online post
· A social media post (e.g., from Instagram, TikTok, X/Twitter, Facebook or equivalent)
· An advertisement
· A YouTube or TikTok video or equivalent
· A blog or opinion piece

2. Investigate the source by answering these questions:
· Who created it? (A journalist, influencer, company, unknown person?)
· What is the purpose? (To inform, entertain, sell something, influence opinions?)
· Is it reliable? (Check if other trusted sources say the same thing.)

3. Summarise your findings (200–300 words), explaining:
· If the information is trustworthy.
· If other reliable sources support it.

Submission Guidelines:
You can submit your work in a format that works best for you:
· Written: (200–300 words)
· Audio: Voice recording (2–3 minutes)
· Video: Presentation (2–3 minutes)
· Creative: Infographic, podcast, mind map (include a short explanation if using a creative format).

Marking Criteria (10 Marks):
· Source Checking (5 marks): Learners should know how to tell if a source is trustworthy or not. (MIMLO 1, 5, 6)
· Clear Explanation of Ideas (5 marks): Explains findings clearly and logically. (MIMLO 1, 5)

	NOTE 1: An alternative approach could be taken here to reduce this two part assessment into one larger assessment technique as follows:

The “Reading Comprehension and Interpretation” and “Digital Literacy” activities could be amalgamated to create a more substantial activity, as both require the learner to read a piece or pieces of text. 

The skill of reading and interpretation is essential for learners to be able to carry out the media literacy activity, so in order to reduce assessment activities, learners could be given the opportunity to demonstrate their reading skills and interpretation skills as part of one overall activity that encompasses analysing media content/digital communication and includes some written content.
The marking sheets and rubrics could then be adapted to reflect this change.

	NOTE 2: It is important to note that the 5 sample activities provided above can be adapted or changed by the assessor depending on their cohort of learners and service sphere delivery. 

Assessors have the flexibility to be creative in designing their own assessment activities and assigning marks as appropriate as long as the learners are given every opportunity to achieve all the MIMLOs.

[bookmark: _Hlk194913978]It is recommended that learners get the opportunity to achieve each MIMLO as part of at least two assessment tasks. 

	Final Submission Guidelines (For All Tasks):
· Ensure your work is clear, well-structured and relevant to the task. 
· If submitting audio or video, make sure it is easy to hear and understand (MP3, MP4, WAV format). 
· If using visual or creative formats, include a short explanation of your ideas.
· Submit your work in the format requested by your teacher (e.g., file upload, email or printed copy).
· Submission Deadline: [Date to be provided by teacher].

	Further notes for learners: 
See attached rubric for more detail around the standards in relation to assessment criteria and grading. 

Note:  City of Dublin 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. 

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

	
	Communications 4N0689

	Sample Learner Marking Sheet 1:
Collection of Work - 50%





Learner Name: __________________________________ Learner Group: ___________________

	[bookmark: _Hlk194911969]Assessment Criteria
	Weighting: 50%

	· Structured Report (Part A) - 10 Marks
	Maximum Mark
	Learner Mark 

	· Content and Research 
	4
	

	· Writing Quality and Clarity
	4
	

	· Referencing and Presentation
	2
	

	Total – Part A
	10
	

	Functional Writing (Part B) – 10 marks
	
	

	· Content & Structure
	4
	

	· Writing Quality
	3
	

	· Formatting & Presentation
	2
	

	· Evidence of Drafting 
	1
	

	Total - Part B
	10
	

	Personal Expression (Part C) – 10 marks
	
	

	· Depth & Originality 
	4
	

	· Writing Style & Creativity
	4
	

	· Structure & Flow
	2
	

	Total – Part C
	10
	

	Reading and Writing (Part D) – 10 marks
	
	

	· Reading Comprehension
	5
	

	· Reading Interpretation
	5
	

	Total – Part D
	10
	

	Digital Literacy (Part E) – 10 marks
	
	

	· Source Checking
	5
	

	· Clear Explanation of Ideas
	5
	

	Total – Part E
	10
	

	Total Marks - Collection of Work Assessment
	50
	








	[bookmark: _Hlk193259962]Sample Assessment 2: Skills Demonstration
	Weighting: 50%

	Sample Assessment 2 - Note to educator[footnoteRef:1]: This sample assessment brief is designed to assess a range of communication skills aligned with specific MIMLOs. Adjustments can be made based on specific course requirements and preferences. Opportunities for integration of assessment activities within the module, as well as cross-modular integration, should be built in where possible. [1:  NOTE: Educator in this context refers to a teacher, tutor, instructor, assessor.] 


	Part A: Oral Presentation - 30 Marks
MIMLOs covered: 1, 2, 3, 4

Objective:
You will give an oral presentation, demonstrating your ability to use verbal, non-verbal and visual communication skills to engage your audience effectively.

Instructions:
· Presentation Format: Individual
· Duration: 7-10 minutes
· Topic Selection: Choose a topic related to your vocational area or a current issue.
· Visual Communication: Use digital tools (e.g., PowerPoint, Canva, Prezi, video clips or equivalent) to support your presentation and make it clearer.
· Non-Verbal Communication: Use gestures, eye contact, body language and tone to communicate effectively.
· Q&A Session: Engage the audience with a 3–5-minute question and answer session.

Submission Guidelines:
· Present live (recorded for evidence) to be uploaded to the college VLE by your teacher.

Marking Criteria for Part A (30 Marks):
1. Content and Structure (10 marks): Clear, well-organised presentation with relevant and engaging content. (MIMLOs 2, 4)
2. Communication Skills (10 marks): Effective use of verbal, non-verbal visual communication techniques. (MIMLOs 1, 3)
3. Audience Engagement & Q&A (10 marks): Active interaction with the audience, including listening and adaptability during the Q&A. (MIMLOs 2, 4)

	NOTE: Assessors have the option of choosing one of the samples provided below for Part B for the additional 20 marks.

	Part B - Option 1: One-on-One Professional Communication - 20 Marks
MIMLOs covered: 2, 3, 4

Objective:
Show that you can have a clear, professional conversation with someone. Use speaking, listening and body language skills.
Instructions:
· Duration: 5–7 minutes
· Format: A formal conversation, like a job interview, performance review or a client meeting (your teacher will tell you what type of conversation it is).
· Focus: 
· Speak clearly and professionally.
· Show that you are listening and responding well.
· Adapt your communication based on the conversation.
Submission Guidelines:
· Recorded conversation that will be uploaded to the college VLE by your teacher.

Marking Criteria (20 Marks):
1. Clarity and Professionalism (10 Marks): Spoken in a clear and formal manner. (MIMLOs 2, 4)
2. Listening and Responsiveness (5 Marks): Actively listened and responded appropriately. (MIMLOs 2, 4)
3. Verbal and Non-Verbal Communication (5 Marks): Used tone, body language and eye contact effectively. (MIMLOs 2, 3)

	Part B - Option 2: Group Meeting/ Panel Discussion - 20 marks
MIMLOs covered: 2, 3, 4

Objective:
This assessment will test your ability to communicate effectively in a group meeting or panel discussion. You will show your verbal communication skills, active listening and ability to follow formal discussion etiquette.

Task Instructions:
You will take part in a group or panel discussion on a relevant topic. The discussion can be in person or online.
· Group Size: At least three participants.
· Duration: 10-15 minutes (adjust depending on number of participants)
· Topic Selection: Choose a topic that allows for discussion and different viewpoints. Agree on the topic as a group.
· Roles: Each person must take part equally, share their opinions, ask questions and listen actively.
· Meeting Etiquette: Show respect by taking turns, staying professional and keeping the discussion focused.
· Recording: The discussion must be video recorded for evidence of assessment purposes.

Submission Guidelines:
· Submit a video recording where all participants can be clearly seen and heard.
· Label your file with your name and group details.

Marking Criteria (20 Marks):
1. Active Participation (10 Marks): The learner clearly expresses ideas and opinions, makes meaningful contributions and actively engages with other participants. (MIMLO 2)
2. Listening and Responding (5 Marks): The learner listens carefully to others, responds thoughtfully and helps maintain a smooth discussion flow without interruptions. (MIMLO 4)
3. Meeting Etiquette (5 Marks): The learner takes turns appropriately, remains professional, follows discussion rules and uses suitable tone, body language and engagement. (MIMLO 3)

Additional Note: While this is a group task, you will be marked on your individual performance.

	NOTE 3: It is important to note that the sample activities provided above can be adapted or changed by the assessor depending on their cohort of learners and service sphere delivery. 
An alternative approach could be as follows:
· Oral Presentation – Assign 25 marks.
· Give a choice of either a One-on-One Communication exercise and/or Group Meeting/Panel Discussion for the remaining 25 marks.

Assessors have the flexibility to be creative in designing their own assessment activities and assigning marks as appropriate as long as the learners are given every opportunity to achieve all the MIMLOs.

As the Skills Demonstration assesses a wide range of interactive and personal skills, assessors must, however, use at least two of the suggested activities above or design suitable alternatives.

	Additional Notes – Task Integration Opportunities Within the Module 
Where possible, assessment tasks can be integrated across different modules, within the module itself, or both.
· C of W (Part A – Structured Writing) & SD (Part A – Oral Presentation)
· Learners develop a structured written piece and later present their key findings or arguments in an oral presentation.
· C of W (Part B – Functional Writing) & SD (Part B – One-on-One Professional Communication)
· A formal email, report, letter, or CV created in Part B can serve as the foundation for professional communication in a one-on-one scenario.
· C of W (Part C – Personal Expression) & SD (Part D – Reflection)
· A reflective journal entry or personal opinion piece from Part C can inform the learner’s self-assessment in the reflection task.
· C of W (Part D – Reading & Interpretation) & SD (Part A – Oral Presentation)
· An analysis of a text in Part D can be summarised and presented in the oral presentation.
· C of W (Part E – Media Literacy) & SD (Part C – Group Meeting/Panel Discussion)
· Learners can critically analyse a media topic in Part E and later debate or discuss it in the group meeting/panel discussion.
· C of W (Part A – Structured Writing) & SD (Part A – Oral Presentation) & SD (Part C – Group Meeting/Panel Discussion)
· Learners develop a structured written piece, present their insights in an oral presentation, and later engage in a group or panel discussion with classmates who explored similar themes.

	Final Submission Guidelines (For All Tasks):
· Ensure your work is clear, well-structured and relevant to the task.
· If submitting audio or video, make sure it is easy to hear and understand (MP3, MP4, WAV format).
· If using visual or creative formats, include a brief explanation of your ideas.
· Submit your work in the format requested by your teacher (e.g., file upload, email or printed copy).
· Submission Deadline: [Date to be provided by teacher].

	Further notes for learners: 
See attached rubric for more detail around the standards in relation to assessment criteria and grading. 
Note:  City of Dublin 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. 
This referencing guide will support you in ensuring that your work is to the highest academic integrity standard. 

	
See Sample Marking Sheet 2 below showing 2 different options for Part B
















































	Communications 4N0689 

	Sample Learner Marking Sheet 2:
Skills Demonstration- 50%



Learner Name: _______________________________ Learner Group: _________________________
Option 1
	Assessment Criteria
	Weighting: 50%

	Oral Presentation (Part A) – 30 marks
	Maximum Mark
	Learner
Mark

	· Content & Structure
	10
	

	· Communication Skills 
	10
	

	· Audience Engagement & Q&A 
	10
	

	Total - Part A
	30
	

	One-on-One Communication (Part B Option 1) – 20 marks
	
	

	· Clarity and Professionalism
	10
	

	· Listening and Responsiveness
	5
	

	· Verbal and Non-Verbal Communication
	5
	

	Total - Part B
	20
	

	Total Marks - Skills Demonstration Assessment
	50
	



Option 2
	Assessment Criteria
	Weighting: 50%

	Oral Presentation (Part A) – 30 marks
	Maximum Mark
	Learner Mark 

	· Content & Structure
	10
	

	· Communication Skills 
	10
	

	· Audience Engagement & Q&A 
	10
	

	Total – Part A
	30
	

	Group Discussion (Part B Option 2) – 20 marks
	
	

	· Active Participation
	10
	

	· Listening and Responsiveness 
	5
	

	· Meeting Etiquette
	5
	

	Total – Part B
	20
	

	Total Marks - Skills Demonstration Assessment
	50
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