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Introduction 
This 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 QQI major or special purpose award.
The educator [footnoteRef:1]should familiarise themselves with the information contained in Laois and Offaly Education & Training Board’s programme descriptor for the relevant validated programme prior to delivering this module.  [1:  NOTE: Educator in this context refers to a teacher, tutor, instructor, assessor.] 


The module is structured as follows: 
	1. Title of Module 

	2. QQI Component Title and Code 

	3. Credit Value of module

	4. Duration in hours

	5. Status 

	6. Special Requirements 

	7. Aim of the Module 

	8. Objectives of the Module 

	9. Minimum Intended Module Learning Outcomes (MIMLOs)

	10. Content
a. Indicative Content
b. Suggested Methodologies for Delivery
c. Suggested Resources

	11. Assessment 
a. Assessment Techniques 
b. Mapping of MIMLOs to Assessment Techniques 
c. Guidelines for Assessment Activities 
d. Eligibility for Certification

	12. Grading 

	13. Learner Marking Sheet(s) 
Assessment Criteria

	Appendices
a. Suggested Content for Delivery 
b. Sample Assessment 
c. Assessment Rubric



Integrated Delivery and Assessment 
Where this module is delivered as part of a major or special purpose award the educator is encouraged to integrate the delivery of content where an overlap between MIMLOs of this module and one or more modules is identified. 
 
Likewise, the educator 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 module. 
1.       Title of Module
Communications
2.       Component Name and Code 
Communications 4N0689
3.       Credit Value
15 Credits	
4.       Duration in Hours
150 hours (typical learner effort includes both directed and self-directed learning)
5.       Status
This module can be delivered as a stand-alone minor award or as part of a relevant full CAS major or special purpose award. 

In some major and special purpose awards this module is mandatory and in others it offered as an elective. Educators should check Laois and Offaly Education & Training Board’s programme descriptor for the relevant validated programme to confirm the status. 
6.      Specific Validation Requirements
There are no QQI specific validation requirements. However, Learner access to a computer laboratory and/or laptop with internet access for research purposes with a Learner/Device ratio of 1:1 is recommended.
7.      Aim of the Module
This module aims to provide the learner with the knowledge, skills and capacity to communicate effectively in a variety of everyday situations.
[bookmark: _Hlk194417375]8.       Objectives of the Module 
· Facilitate the learner to appreciate the role of communication in everyday life and its impact on personal, social and vocational interactions.
· Explore with the learner the impact of mass media on society and its role in shaping opinions, behaviours and communication trends. 
· Explore with the learner a range of communications skills for use in different settings.
· Facilitate the learner to apply communication skills appropriately in a variety of contexts.
· Create an awareness for the learner of the importance of taking responsibility for their own learning.
9. 	Minimum Intended Module Learning Outcomes (MIMLOs)
On completion of this module learners will be able to: 
	[bookmark: _Hlk189042891]Minimum Intended Module Learning Outcomes (MIMLOs) of Communications
	Mapped to QQI component specification for the minor award

	1. Practise basic digital literacy skills with an awareness of ethical, professional and legal standards.
	LO 1 & LO 2

	2. Apply effective verbal and listening skills across varied settings.
	LO 5 & LO 10

	3. Demonstrate knowledge of non-verbal and visual communication skills by using them appropriately in different settings.
	
LO 3 & LO4

	4. Apply key interpersonal and intrapersonal skills in a variety of contexts.
	LO 9 & LO 11

	5. [bookmark: _Hlk194488373]Demonstrate competence in reading and writing by applying those skills in a range of contexts and for different purposes.
	
LO 6, LO 7 & LO 8

	6. Use essential research methods, citation styles and formatting techniques when writing in a formal style.
	
LO 6, LO 7 & LO 8 



10a.	Indicative Content   
The indicative content in Section 10 does not cover all teaching/instructing possibilities and is not intended to be prescriptive. The educator is encouraged to be creative in devising and implementing other approaches, as appropriate. The use of examples is there to provide suggestions. The educator is free to use other examples, as appropriate.  The indicative content ensures all MIMLOs are addressed but it may not follow the same sequence as that in which the MIMLOs are listed in Section 9. It is the educator's responsibility to ensure that all MIMLOs are included in the delivery of this module. 

Educators delivering this module as part of a CAS Major or special purpose award should ensure that the content is focused on the specific vocational field of learning of the target award.  

	UNIT 1 – What is Communication? 

	1. Introduction to Communication 
Objective: Learn what communication is and how we use it.
· What is Communication?
· The process of sharing information, ideas or feelings with the main purpose being the receiver understands the message sent by the sender.
· Why do we communicate?
· Helps us express thoughts and emotions.
· Used to inform, persuade, entertain or build relationships.

2. Types of Communication
Objective: Learn about different ways people communicate.
· Verbal Communication: Using words (spoken or written).
· Example: Talking, texting, writing emails.
· Nonverbal Communication: Using body language, gestures and tone.
· Example: Smiling, nodding, eye contact.
· Interpersonal Communication: Talking with one or a few people.
· Example: Chatting with a friend, group discussions.
· Mass Communication: Sending messages to many people.
· Example: TV news, social media posts.
· Visual Communication: Using images or symbols to share ideas.
· Example: Road signs, infographics.

3. Barriers to Communication
Objective: Recognise what makes communication difficult and how to fix it.
· Physical Barriers: Noise, distance, poor internet connection.
· Psychological Barriers: Stress, emotions, personal biases.
· Semantic Barriers: Different languages, jargon, unclear messages.
How to Overcome Barriers:
· Use clear and simple language.
· Pay attention to body language.
· Give feedback to make sure the message is understood.

4. Real-Life Uses of Communication
Objective: See how communication skills help in daily life.
· At Work: Talking with coworkers, giving presentations.
· In Media: Writing articles, making social media posts.
· In School: Learning, asking questions, explaining ideas.
· In Relationships: Listening, resolving conflicts, expressing emotions.



	UNIT 2 - MIMLO 1 - Digital Literacy Skills 

	1.Introduction to Digital Literacy
Objective: To provide a foundational understanding of digital literacy, its significance in personal and professional contexts and key tools used for digital communication.
· Definition of digital literacy.
· Importance of digital literacy in personal and professional contexts.
· Overview of key digital tools and platforms used for communication. 
· Understanding digital etiquette (netiquette).

2. Ethical, Professional and Legal Standards
Objective: To introduce relevant communication legislation and responsible information use in online environments.
· Importance of respectful and professional communication online.
· Avoiding plagiarism and responsible use of information.
· [bookmark: _Hlk192494621]Outline relevant communication legislation e.g. Data Protection/GDPR or other vocationally specific equivalents.
· Avoiding plagiarism and responsible use of information. 

3. Digital Safety and Security
Objective: To equip learners with basic knowledge around the protection of personal and professional data, recognise cyber threats and maintain digital security.
· Creating strong passwords and using two-factor authentication.
· Managing personal data and privacy settings on social media.
· Identifying misinformation and fake news.
· Recognising cyber threats (phishing, malware, hacking).

4. Digital Communication Skills
Objective: To introduce learners to effective communication in digital spaces through clear, professional and context-appropriate messaging.
· Crafting clear, concise and professional messages for use in digital platforms.
· Understanding tone and context in written communication for digital platforms.
· Formal communication for professional emails.
· Informal communication for instant messaging tools (e.g., Slack or equivalent).
· Creating infographics or videos to convey simple ideas.




	UNIT 3 - MIMLOs 2, 3 & 4 
Verbal, Listening, Non-Verbal, Visual, Interpersonal & Intrapersonal Skills

	MIMLO 2 – Verbal and Listening Skills
Objective: To develop learners' ability to communicate effectively using verbal skills and active listening across different settings.
Verbal Skills:
· Importance of verbal communication in professional and personal settings.
· Clarity and conciseness in speech.
· Tone, pitch and pace for effective delivery.
· Tailoring language to the audience and context (formal vs. informal settings).
· Public speaking, presentations, interviews, meetings.
· Persuasive communication for negotiation and leadership.
· Components of effective verbal communication (tone, clarity, pacing, conciseness).
Listening Skills:
· Active listening strategies (paraphrasing, summarising, questioning, non-verbal affirmations).
· Focusing fully on the speaker (removing distractions).
· Reflecting and paraphrasing to confirm understanding.

MIMLO 3 – Non-Verbal & Visual Communication Techniques
Objective: To enhance understanding and use of non-verbal cues and visual aids in communication.
· Definition and importance of non-verbal and visual communication.
· Different types of non-verbal communication:
· Facial expressions.
· Gestures.
· Posture and body language.
· Eye contact.
· Paralanguage (tone, pitch, volume).
· Role of visual communication. 
· Visual communication elements:
· Symbols and signage.
· Graphs, charts and infographics.
· Cultural variations in non-verbal communication.

MIMLO 4 – Interpersonal & Intrapersonal Skills
Objective: To recognise and apply interpersonal and intrapersonal skills in various settings to achieve shared goals.
· Difference between interpersonal (communication, teamwork, empathy) and intrapersonal skills (self-awareness, self-regulation, self -motivation).
· Factors Affecting Interpersonal and Intrapersonal Effectiveness.
· Personal biases and assumptions.
· Cultural and generational diversity.
· Stress and pressure in group settings.
· Power dynamics in teams.
· Analysing Effectiveness in Collaborative Environments.
· Identifying strengths and weaknesses.
· Measuring impact on team performance.
· Strategies for improvement.




	UNIT 4 - MIMLOs 5 & 6 – Writing Styles & Reading Proficiency 

	1. Key Writing Styles and Their Characteristics
Objective: Develop learners’ understanding of key writing styles, by examining their characteristics, purposes and appropriate applications.

· Formal Writing
· Formal writing is a structured style of communication used in professional, academic or official contexts.
· Purpose: To convey information in a clear, precise and respectful manner, often adhering to established conventions and rules.

· Functional Writing
· Functional writing is a structured approach to writing that focuses on practical communication. 
· Purpose: To enhance learners' communications skills by helping them to develop clear, precise and effective written communication e.g. in writing formal letters, reports, emails and notices. It helps learners to develop confidence in various forms of functional writing required in academic and professional settings.

· Reflective Writing
· Reflective writing involves thinking deeply about a personal experience, event or learning process and analysing its impact on one's thoughts, feelings and growth.
· Purpose: To explore and evaluate personal experiences to gain insights, foster self-awareness and promote personal or professional development.

· Persuasive Writing
· Persuasive writing aims to convince the reader to adopt a certain viewpoint or take action.
· Purpose: To influence thoughts, beliefs or actions.

· Creative Writing
· Creative writing focuses on original expression, often with artistic intent.
· Purpose: To entertain, evoke emotions or explore ideas imaginatively.

· Narrative Writing
· Narrative writing tells a story, often with a clear sequence of events, characters and a setting.
· Purpose: To entertain, inform or convey personal experiences.

2. Developing Proficiency in Various Writing Styles through Reading
Objective: Enhance learners’ proficiency in various writing styles by engaging with diverse texts.
· Read diverse texts across different styles.
· Explore how authors structure their writing and use language.
· Identify key elements that define a range of styles.

3. [bookmark: _Hlk194418728]Developing Reading Proficiency
Objective: To develop learners' reading proficiency and apply appropriate comprehension strategies for better understanding.
· Extract the main facts, ideas, issues and opinions from specified texts.
· Specify the purpose of different texts. 
· Demonstrate the use of appropriate comprehension strategies.

	UNIT 5 - MIMLOs 5 & 6 – Formal Writing Skills 

	[bookmark: _Hlk193300496]1.Introduction to Formal Writing
Objective: Introduce learners to the characteristics of formal writing, emphasising the importance of objectivity, clarity and conciseness to effectively conveying information in professional contexts.
· Definition and purpose of formal writing.
· Characteristics of formal writing style.
· Importance of objectivity, clarity and conciseness.

2. Basic Research Methods 
Objective: Equip learners with essential skills in doing basic research, evaluating sources for credibility and reliability, while understanding ethical considerations such as plagiarism, data integrity and informed consent in research.
· Primary vs. secondary research.
· Qualitative vs. quantitative research.
· Evaluating sources for credibility and reliability.
· Ethical considerations in research (plagiarism, data integrity, informed consent).
· Introduction to using basic citation methods/use of bibliographies or equivalent, when using information from secondary sources, to reinforce academic integrity. 

3. Formatting Rules for Formal Writing
Objective: Guide learners in applying formatting rules for formal writing, including the correct use of headings, subheadings, fonts, spacing, margins, page numbers and citation style-specific guidelines (e.g., Harvard or equivalent).
· Use of title page, introduction, headings, subheadings.
· Appropriate use of fonts, spacing, margins and page numbers.
· Including basic citation methods/bibliographies or equivalent, when using information from secondary sources, to reinforce academic integrity.

4. Writing and Editing Strategies
Objective: Develop learners' skills in proofreading and editing for grammar, punctuation and clarity and tone to improve the overall quality of their written work.
· Consistency of layout throughout documents in relation to fonts, spacing, margins and other relevant formatting rules.
· Proofreading and editing for grammar, punctuation and clarity by using tools such as Editor and Thesaurus in Word or its equivalent, for a range of spelling and grammar related corrections and refinements.
· Proofreading and editing for grammar, punctuation and clarity.
· Using formal tone and avoiding informal language.



10b. Suggested Methodologies for Delivery 
The module can be delivered through classroom-based learning activities, group discussions, one-to-one tutorials, self-directed learning, research, case studies, role play and other suitable and creative activities, as appropriate to the learner group and should be adapted to suit the context of the overall award. 

The following are examples that you may select from. This is not an exhaustive list.
Teaching and learning activities could include:

	Unit 1 – What is Communication?
· Interactive Quiz: Use an online quiz platform to test learners’ knowledge of communication types.
· Video Analysis: Show clips depicting communication breakdowns and discuss barriers.
· Feedback Practice: Teach learners how to give and receive constructive feedback to overcome barriers.
· Mock Interviews: Have learners practice workplace communication through simulated job interviews.
· Reflection Journals: Encourage learners to write about a time when communication helped them succeed in real-life situations.



	Unit 2 - Digital Literacy Skills:
· Digital Scavenger Hunt: Learners use search engines to find credible sources on a given topic and analyse their reliability.
· Email Writing Practice: Compose a professional email based on a given scenario.
· Cybersecurity Quiz: Interactive quiz on identifying phishing emails and creating strong passwords.
· Digital Footprint Reflection: Learners search their names online and discuss ways to manage their digital identity.
· Case Study Discussion: Analyse ethical dilemmas in digital workspaces (e.g., data privacy breaches, misinformation sharing).



	Unit 3 - Verbal, Listening, Non-Verbal, Visual, Interpersonal & Intrapersonal Skills:
· Role-Playing Scenarios: Learners practice different workplace or social settings (e.g., job interviews, team discussions, negotiations).
· Listening Pairs: One learner shares a story and the other must paraphrase and summarise to ensure active listening.
· Observation Task: Watch a video without sound and interpret the emotions and messages based on body language.
· Role-Playing task: Discuss how gestures, eye contact and spatial awareness contributed to the message.
· Presentation Challenge: Learners create and deliver presentations using visual aids with minimal text.
· Show learners a variety of visual materials (advertisements, infographics, road signs, posters) and discuss how design elements like colour, symbols and typography influence understanding.
· Have learners create their own infographic to communicate a message clearly.
· Team Challenge: Groups work on problem-solving tasks that require cooperation and role delegation.
· Self-Reflection Journal: Learners reflect on their strengths and areas for improvement in collaboration.
· Participation in role-playing and discussion activities.
· Individual and group presentations.



	[bookmark: _Hlk194417717]Unit 4 – Writing Styles & Reading Proficiency:
· Writing Style Exploration: Assign learners different writing styles to research and present. Have learners identify real-world examples of each style.
· Style Transformation Challenge: Provide a short passage and ask learners to rewrite it in different styles.
· Peer Review Workshops: Organise sessions where learners exchange and critique each other’s writing. Use structured rubrics for constructive feedback.
· Interactive Writing Prompts: Provide prompts related to current events or fictional scenarios. Have learners write responses in different styles and compare results.
· Group Writing Projects: Assign teams to create multi-section documents incorporating multiple styles.
· Summarise a variety of elements of communications-related legislation.
· Analyse case studies where breaches of legislation is evident.



	[bookmark: _Hlk194417750]Unit 5 – Formal Writing Skills:
· Evaluating Sources: Use real research topics and ask learners to rank the sources from most to least credible and justify their choices in a discussion or short reflection.
· In-Text Citations and Reference Lists: Help learners practice using correct citation formats to create references.
· Fix the Formatting: Reinforce correct formatting in formal writing by having learners swap papers and peer-review formatting corrections.
· Tone Rewrite: Provide multiple passages on different topics in a variety of writing styles and have learners rewrite them in a different style.





10c. Suggested Resources
Suggested Books & E-Books 
· Academic Writing for Learners in FET  
Academic Writing Handbook for Learners in the FET Sector  
· Brilliant Communication Skills, Revised 1st Edition by Gill Hasson 
ISBN: 9781292081076 Publication Date: December 2014
· Choosing & Using Sources: A Guide to Academic Research 
Free e-book with a good section on different kinds of information sources 
· Effective-Communication-5th-edition, 5th Edition by Nicholas Harvey
ISBN: 978-1-7396232-0-3 Publication Date: September 2022
· Referencing Handbook (FESS 2019)  
Referencing Handbook for Learners in FET 
· Globalisation: The Youth and The Truth - National Youth Council of Ireland 
Handbook on Globalisation and Citizenship 

Suggested Web Resources 
· https://www.webwise.ie/teachers/digital_literacy/ 
A resource to support the teaching of digital literacy skills including a range of videos and other tools on the competencies that allow people to function and participate fully in a digital world; and become a responsible digital citizen who can act appropriately and ethically in an online environment. 
· How good are your communication skills  - Take the quiz and find out! 
· Bad News - Play the fake news game! 
· https://www.medialiteracyireland.ie/training-development/ 
Website with multiple resources for teaching media literacy to all ages. 
· Improve your listening skills with active listening 
Short video showing how active listening can improve your communication skills. 
· Effective group communication skills: top 10 annoying meetings habits 
Video showing things you shouldn't do in meetings.
· Nonverbal communication: how body language & nonverbal cues are key 
Article on nonverbal communication that includes some good tips on watching your body language during online video calls. 
· Mindtools A selection of communication skills tools and guides.
[bookmark: _Hlk192496660]11a. 	Assessment Techniques 
To demonstrate that learners have reached the standards of knowledge, skill and competence identified in all the MIMLOs, the following assessment techniques are used to assess learners:

1. Collection of Work - 50%
2. Skills Demonstration - 50%

These assessment techniques have been carefully selected to provide a well-rounded experience, ensuring learners develop essential communication skills through varied and practical methods.

The Collection of Work supports the development of proficient reading and writing skills across different styles and contexts (MIMLO 5) by requiring learners to engage in reading comprehension activities as well as producing structured, well-organised written content in a variety of styles. This assessment technique also requires students to apply digital literacy skills (MIMLO 1) for research purposes and the production of content, while reinforcing skills in research, basic referencing and formatting skills (MIMLO 6), promoting academic integrity and professionalism in writing.

The Skills Demonstration allows learners to develop and apply basic digital literacy skills while adhering to ethical, professional and legal standards (MIMLO 1). It also enables learners to demonstrate verbal and listening skills (MIMLO 2), effectively use non-verbal and visual communication techniques (MIMLO 3) and engage in interpersonal and intrapersonal skills to collaborate effectively (MIMLO 4). 

These assessment techniques establish a strong foundation for NFQ Level 4 expectations, ensuring learners develop effective communication, critical thinking and collaboration skills. Knowledge is embedded in the principles of communication, ethical and professional standards, writing conventions and research methodologies. Skills are demonstrated through verbal and written proficiency, active listening and digital literacy. Competence is achieved as learners apply these skills in practical contexts, adapting their communication styles to different contexts and producing well-structured work.

[bookmark: _Hlk194494398]By incorporating a variety of assessment methods, this approach fosters a balanced, integrated learning experience that meets the required standards for NFQ Level 4, while preparing learners for progression to higher levels.

Learners need to be provided with the opportunity to achieve all MIMLOs and it is the assessor's responsibility to devise assessment instruments (e.g. Structured Report, Oral Presentation, Group Discussion, etc.) and marking schemes, consistent with the assessment techniques and assessment criteria identified below. It is recommended that learners get the opportunity to achieve each MIMLO as part of at least two assessment tasks.
Where this module is being delivered as part of a CAS major or special purpose award, the educator 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 module.
[bookmark: _Hlk192496560]11b. 	Mapping of MIMLOs to Assessment Techniques 
To ensure that the learner is facilitated to demonstrate the achievement of all MIMLOs, each minimum intended learning outcome is mapped to one or more assessment technique(s). This mapping should not restrict an educator from taking an integrated approach to assessment. 

	[bookmark: _Hlk192496499]Minimum Intended Module Learning Outcome 
	Assessment Technique/s

	1. Practise basic digital literacy skills with an awareness of ethical, professional and legal standards.
	Skills Demonstration &
Collection of Work

	2. Apply effective verbal and listening skills across varied settings.
	Skills Demonstration 

	3. Demonstrate knowledge of non-verbal and visual communication skills by using them appropriately in different settings.
	Skills Demonstration 

	4. Apply key interpersonal and intrapersonal skills in a variety of contexts.
	Skills Demonstration 

	5. Demonstrate competence in reading and writing by applying those skills in a range of contexts and for different purposes.
	Collection of Work

	6. Use essential research methods, citation styles and formatting techniques when writing in a formal style.
	Collection of Work



The original learning outcomes, outlined in the component specification have been mapped to the Minimum Learning Outcomes (MIMLOs) listed above.  Therefore, learners will be assessed on and must achieve these MIMLOs, rather than the original learning outcomes. 
11c.   	Guidelines for Assessment Activities 
	[bookmark: _Hlk192597604][bookmark: _Hlk194420655]Assessment Technique 1: Collection of Work – 50%
Guidelines for assessors:  
The assessor is required to devise assessment briefs and marking schemes for the 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 MIMLOs. 
Assessment briefs should be designed to incorporate Universal Design for Learning (UDL) principles to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate.

Assessment Overview
The Collection of Work accounts for 50% of the overall weighting of the module. This assessment technique should give the learner the opportunity to develop a range of communication skills namely writing for different purposes, research abilities, reading comprehension and digital literacy skills. The assessment activities should provide the opportunity to evaluate the learner's understanding and ability to apply these skills across various contexts.
Assessors are encouraged to limit the number of assessment activities and where appropriate should identify opportunities to integrate interconnected activities within the module itself, as well as identifying opportunities for integration of assessments from other modules. 
In order to provide the learner with the opportunity to achieve all MIMLOs, the Collection of Work must include the following:
· Digital Literacy Skills activity (or activities) to achieve 
MIMLO 1: Practise basic digital literacy skills with an awareness of ethical, professional and legal standards.
· Reading Comprehension and Interpretation activity (or activities) to achieve
MIMLO 5: Demonstrate competence in reading and writing by applying those skills in a range of contexts and for different purposes.
· Writing activity (or activities) to achieve 
MIMLO 5:  Demonstrate competence in reading and writing by applying those skills in a range of contexts and for different purposes.
MIMLO 6: Use essential research methods, citation styles and formatting techniques when writing in a formal style.

Guidance on how to approach the assessment of this technique has been provided in Appendix B. This includes the provision of sample assessment activities where opportunities are available to provide choice and/or alternative assessments to reduce the workload for the learner. In addition, Appendix B provides Sample Marking Sheets to illustrate how assessors can break down marks further within the activities.

Appendix B also provides a comprehensive set of examples on how to identify and integrate assessment activities within the module.  

Additional Guidelines for assessors:
What Must Be Incorporated 
MIMLO 1: Practise basic digital literacy skills with an awareness of ethical, professional and legal standards.
MIMLO 5:  Demonstrate competence in reading and writing by applying those skills in a range of contexts and for different purposes.
MIMLO 6: Use essential research methods, citation styles and formatting techniques when writing in a formal style.

Time allocated to complete the assessment:
The assessment should be completed within an allocated timeframe ensuring ample opportunity for preparation and research. Flexible approaches should be used to accommodate diverse learning needs.

Scheduling of the Assessment:
The assessment should be scheduled at a time that allows learners ample opportunity to develop their communication and digital literacy skills.
Learners should be informed of an assessment at least 3 weeks in advance to ensure ample preparation time.
A briefing session should be provided before the assessment to clarify expectations and provide guidance on how to structure the assessments.

Equipment or Facilities Required:
Access to library resources/academic databases (as required).
Computer with internet access for digital research (as required).
Word processing software e.g., Microsoft Word, Google Docs or equivalent (as required).
Access to and permissions for the VLE platform for submission (as appropriate).

Options for Format and Presentation of Learner Work:
The assessor will outline possible format options, such as a written document (essay, blog post or report) or for evidence of digital literacy, specific digital tools that should be used for research and writing incorporating Universal Design for Learning principles.

Group vs. Individual Assessment:
Clearly outline how marks are assigned for group work, e.g., if group work marks are assigned based on individual performance only. 
To ensure quality contribution from each member it is recommended that there be no more than 4 learners per group.

Resources and Materials:
Access to referencing guides and other relevant writing resources for the learner.
Access to assessment rubrics to guide learners as appropriate.

Permissions Required:
Consent for recorded submissions if required. 





	Assessment Technique 2: Skills Demonstration – 50%
Guidelines for assessors:  
The assessor is required to devise assessment briefs and marking schemes for the Skills Demonstration. In devising the assessment briefs, care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of ALL MIMLOs. 

Assessment briefs should be designed to incorporate Universal Design for Learning (UDL) principles to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate.
Assessment Overview
The Skills Demonstration accounts for 50% of the overall weighting of the module. This assessment technique should give the learner the opportunity to develop a range of communication skills namely digital literacy, verbal, non-verbal, listening, visual, interpersonal and intrapersonal communication skills. The assessment activities should provide the opportunity to evaluate the learner's understanding and ability to apply these skills across various contexts.

Assessors are encouraged to limit the number of assessment activities and where appropriate, should identify opportunities to integrate interconnected activities within the module itself, as well as identifying opportunities for integration of assessments from other modules. 

In order to provide the learner with the opportunity to achieve all MIMLOs, the Skills Demonstration must include the following:

· Oral Presentation activity (or equivalent) to achieve 
MIMLO 1: Practise basic digital literacy skills with an awareness of ethical, professional and legal standards.
MIMLO 2: Apply effective verbal and listening skills across varied settings.
MIMLO 3: Demonstrate knowledge of non-verbal and visual communication skills by using them appropriately in different settings.
MIMLO 4: Apply key interpersonal and intrapersonal skills in a variety of contexts.
and 
· One of either a One-on-One Communication Activity or Group Meeting/Panel Discussion (or equivalent) to achieve 
MIMLO 2: Apply effective verbal and listening skills across varied settings.
MIMLO 3: Demonstrate knowledge of non-verbal and visual communication skills by using them appropriately in different settings.
MIMLO 4: Apply key interpersonal and intrapersonal skills in a variety of contexts.

Guidance on how to approach the assessment of this technique has been provided in Appendix B. This includes the provision of sample assessment activities where opportunities are available to provide choice and/or alternative assessments to reduce the workload for the learner. In addition, Appendix B provides Sample Marking Sheets to illustrate how assessors can break down marks further within the activities.

Appendix B also provides a comprehensive set of examples on how to identify and integrate assessment activities within the module.  
Additional Guidelines for assessors:
What Must Be Incorporated 
MIMLO 1: Practise basic digital literacy skills with an awareness of ethical, professional and legal standards.
MIMLO 2: Apply effective verbal and listening skills across varied settings.
MIMLO 3: Demonstrate knowledge of non-verbal and visual communication skills by using them appropriately in different settings.
MIMLO 4: Apply key interpersonal and intrapersonal skills in a variety of contexts.

Time allocated to complete the assessment:
The assessment should be completed within an allocated timeframe ensuring ample opportunity for preparation and research. Flexible approaches should be used to accommodate diverse learning needs.

Scheduling of the Assessment:
The assessment should be scheduled at a time that allows learners ample opportunity to develop a range of communication and digital literacy skills.
Learners should be informed of an assessment at least 3 weeks in advance to ensure ample preparation time.
Assessors should ensure that the assessments do not clash with other work in the learners' schedule.
A briefing session should be provided before the assessment to clarify expectations and provide guidance on how to structure the assessments.
Learners should be encouraged to engage with assessors for feedback before final submission.

Equipment or Facilities Required:
Recording materials.
Projector or screen for presentations.
Audio-visual recording devices and/or online recording & screen-sharing capabilities (as required).
Video conferencing platform e.g., Zoom, Microsoft Teams or equivalent (as required).
Access to library resources/academic databases (as required).
Computer and/or stable internet access (as required).
Word processing software e.g., Microsoft Word, Google Docs or equivalent (as required).
Access to and permissions for the VLE platform for submission (as appropriate).

Options for Format and Presentation of Learner Work:
The assessor will outline possible format options. 

Ideally, the interactive skills demonstration should be conducted in-person and performed in a controlled environment such as a classroom, meeting room, workplace or simulated workplace. 

In certain circumstances permitted by the educational provider e.g., blended delivery, the assessment may be conducted in-person online with the controlled environment being an appropriate online platform.
Group vs. Individual Assessment:
Clearly outline how marks are assigned for group work, e.g., if group work marks are assigned based on individual contribution and performance only. 
To ensure quality contribution from each member it is recommended that there be no more than 4 learners per group.

Resources and Materials:
Access to referencing guides and other relevant writing resources for the learner.
Access to assessment rubrics to guide learners as appropriate.

Permissions Required:
Consent for recorded submissions if required. 



11d.   	Eligibility for Certification 
Learners are eligible for certification when they have demonstrated the achievement of all MIMLOs.
12. Grading 

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

At levels 4, 5 and 6 CAS 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.

13. Assessment Criteria - Learner Marking Sheet(s)
Note: For individual assessment marking sheets, refer to the sample marking sheets in Appendix B

	[bookmark: _Hlk194495540][bookmark: _Hlk190960127]Individual Learner Marking Sheet 
Communications 4N0689
	 Learner Name: 


	
	Maximum Mark 
	Learner Mark 

	

Assessment Technique 1: Collection of Work 



	

50


	 

	Total Marks Assessment Technique 1
	50
	

	
	
	

	
	Maximum Mark
	Learner Mark

	

Assessment Technique 2: Skills Demonstration 

 


	

50
	

	Total Marks Assessment Technique 2
	50
	

	
	
	

	Total Marks
	100
	 

	External Authenticator’s Signature: 
	
	Date:
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