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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:2]must 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.  [2:  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 

	a. Aim of the Module 

	7. Objectives of the Module 

	8. 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
Work Experience
2.       Component Name and Code 
Work Experience 4N1168
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 must check Laois and Offaly Education & Training Board’s programme descriptor for the relevant validated programme to confirm the status. 
6.      Specific Validation Requirements
None
7.      Aim of the Module
This module aims to provide the learner with the relevant knowledge, skills and competence to participate in a suitable work placement under supervision.
8.       Objectives of the Module 
· Create an awareness of factors affecting different types of work placement opportunities in the locality.
· Develop an understanding of employer and employee rights and responsibilities.
· Facilitate the learner to identify their skills, attributes, experiences and interests and match them to appropriate work opportunities.
· Provide a forum for the learner to plan and prepare for successful participation in a work placement at an appropriate level.
· Enable the learner to complete a work experience placement of at least 60 hours.
· Provide the learner with the opportunity to review their work placement experience in order to inform future career choices.
· Facilitate the learner to actively and effectively engage in a work placement adhering to work placement rules and etiquette.
· Assist the learner to develop the language, literacy and numeracy skills related to the workplace through the medium of the module themes and content.
· Enable the learner to take responsibility for his/her own learning.



9. 	Minimum Intended Module Learning Outcomes (MIMLOs)
On completion of this module learners will be able to: 
	Minimum Intended Module Learning Outcomes (MIMLOs) of Level 4 Work Experience 
	Mapped to QQI component specification for the minor award

	1. Describe what influences paid and unpaid work opportunities in your local area covering legal requirements for employers and employees.
	LO 1, LO 2 & LO 3

	2. Identify employment opportunities, learning goals (SMART goals) and progression paths that match personal, formal and informal skillsets.  
	LO 4, LO 5 & LO 6*
*To avoid duplication namely, skills checklist and statement of learning goals and associated action points.

	3. Create a job seeking portfolio.
	LO 6

	4. Participate in a supervised range of work experience activities in line with the employers regulatory and workplace practice requirements.
	LO 7 & LO 9

	5. Reflect on the learning from the work placement and future progression options.
	LO 8 & LO 10



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.  Sample examples are included however 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 must ensure that the content is focused on the specific vocational field of learning of the target award and be suitable for the target learner group.

Unit 1: General work-related information.
Describe what influences paid and unpaid work opportunities in your local area covering legal requirements for employers and employees.
Consider the following: 
· Identify and discuss work in the 21st century, the changing nature of jobs and work in the local evolving workplace as a result.  This may include remote working, migration, new technology, economic shifts and globalisation
· Explore the impact of paid and unpaid workforce participation and describe this.  This could include voluntary, public, private, paid and unpaid work.
· Identify the basic rights and responsibilities of employees and employers in a particular work context.  For example, health and safety, equality, pay related matters, etc.

Unit 2: Planning and preparation for work placement
Identify employment opportunities, learning goals (SMART goals) and progression paths that match personal, formal and informal skillsets:  
· Discuss the formal and informal skills an individual may possess that can be applied to the workplace.  These may include part time work, courses, hobbies and sporting activities etc.
· Explore the concept of goal setting (SMART goals).
· Develop and practice effective and appropriate communication skills for the workplace.

Unit 3: Job seeking portfolio
Create a job seeking portfolio:
· Draw on the learning from the skills inventory to create relevant documentation appropriate for the workplace.  For example, elevator pitch, CV, application form; online application; job application cover letter / email, personal statement.
· Practice appropriate workplace communication.

Unit 4: The work placement
Participate in a supervised range of work experience activities in line with the employers regulatory and workplace practice requirements:
· Participate in a work placement of a minimum 60 hours duration.  This can be done in a block release or day release to suit the programme needs.
· Adhere to appropriate time management; be suitably presented for the area of work; communicate and interact with others appropriately and carry out tasks as agreed and seek clarification if necessary.

Unit 5: Review of work placement and future planning.
Reflect on the learning from the work placement and future progression options:
· Explore ways to reflect on participation in the work placement.
· Explore future education, training and employment options as a result of learning gained from the work placement.
10b. Suggested Methodologies for Delivery 
Teaching and learning for this module will be a mix of:
· in-class/face-to-face learning,
· work-based simulated learning,
· self-directed learning.

It is intended that the teaching and learning methodologies will emphasise the development of workplace skills such as teamwork, communication, collaboration, problem solving, leadership and adaptability, preparing students for real-world work environments.
The work experience 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 must be adapted to suit the context of the overall award.
 
The following is a list of suggested activities, and it is intended as a guide, not a definitive or exhaustive list: 
· Interactive workshops on CV writing, cover letters, interview practice, workplace expectations, workplace rights.
· Guided research into research placements, sector and career opportunities.
· Guest speakers/panels sharing industry insights and career advice.
· Role-play/simulations for mock interviews, phone calls, and workplace scenarios.
· Peer-to-peer learning through CV/cover letter feedback, group problem-solving.
· Online platforms for resource sharing, quizzes, e-Portfolio development.
· Problem-based learning to identify and solve workplace challenges.
· Reflective journaling to document experience and learning.
· Networking events to build professional connections.
· Workplace supervisor engagement for real-time feedback and progress tracking.
· Regular mentorship and support through check-ins and tutorials.
· Collaborative group activities that foster teamwork and communication skills.
10c. Suggested Resources 
Suggested books 
· Further Education Support Service and Education and Training Boards Ireland (2019) Referencing handbook for the FET sector. Available from
https://www.fess.ie/images/stories/ResourcesForTutors/Referencing_Handbook_files/Referencing_Handbook_February_2019.pdf  [accessed 10 June 2024]

· Further Education Support Service and Education and Training Boards Ireland (2019) Academic writing handbook for learners in the FET sector. Available from
https://fess.ie/images/stories/ResourcesForTutors/AcademicWritingHandbookForLearnersInTheFETSector.pdf [accessed 10 June 2024].

Suggested web resources 
	Organisation / Author 
	Resource
	Web location  

	ETBI Library 
	Referencing guide
	https://library.etbi.ie/referencing 

	ETBI Library 
	Academic integrity guide 
	https://library.etbi.ie/ld.php?content_id=34423196 

	ETBI Library 
	Support material for work experience module 
	https://library.etbi.ie/library/WPEP 

	Citizen’s Advice
	Covers a broad range of subjects: social welfare, employment rights, buying a home, moving abroad, education etc.
	https://www.citizensinformation.ie/ 

	Skills summary


	Measures the skills young people gain by participating in non-formal education such as youth work, volunteering and other out of school opportunities.
	https://www.skillssummary.ie/

	Careers Portal
	Website with information on progression routes, careers and skills investigations.
	https://www.Careersportal.ie


	Indeed
	CV templates and job descriptions for possible 
	https://indeed.ie

	HSA
	Courses for Health & Safety prior to going on work experience.
	https://hsalearning.ie/

	Central Statistics Office
	Employment and earning trends. Migration trends and much more.
	CSO.ie





11a. 	Assessment Techniques 
This module aims to provide the learner with the relevant knowledge, skills and competence to participate in a suitable work placement under supervision.

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		100%

The rationale for the selection of this assessment technique is that all elements required can be evidenced as a Collection of Work which includes the verification of work experience activities. This also gives more means of expression in a UDL context.  UDL is a set of principles for curriculum development that give all individuals equal opportunities to learn (ahead.ie).

Learners need to be provided with the opportunity to complete the assessments, and it is the assessor's responsibility to devise assessment briefs, and marking schemes, consistent with the assessment technique and assessment criteria identified below.

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.
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. 

	Minimum Intended Module Learning Outcome 
	Assessment technique/s

	1. Describe what influences paid and unpaid work opportunities in your local area covering legal requirements for employers and employees.
	Collection of Work

	2. Identify employment opportunities, learning goals (SMART goals) and progression paths that match personal, formal and informal skillsets.  
	Collection of Work 

	3. Create a job seeking portfolio.
	Collection of Work 

	4. Participate in a supervised range of work experience activities in line with the employers regulatory and practice requirements.
	Collection of Work 

	5. Reflect on the learning from the work placement and future progression options.
	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 
Assessment Technique
Collection of Work 100%

Guidelines for assessors:
The assessor is required to devise assessment briefs and marking schemes for the Collection of Work.  In devising the assessment briefs take care to ensure that the learner is given the opportunity to show evidence of achievement of ALL the MIMLOs.
The following topics must be included in the assignment briefs:
Collection of Work Part 1 - General work -related information (20%):
· Identify and discuss the nature of work in the 21st century and the changing nature of jobs and work in the local evolving workplace as a result. 
· Explore the impact of paid and unpaid workforce participation and facilitate learner to describe this. 
· Identify the basic rights and responsibilities of employees and employers in a particular work context. 
Collection of Work Part 2 - Planning and preparation for work placement (25%):
· Complete a personal skills checklist.
· Create a summary of potential employment and learning opportunities including setting of learning goals (SMART goals) which corresponds to the personal skills checklist.
· Prepare for effective & appropriate workplace communication. (This may include professional discussion/interview)
Collection of Work Part 3 - Create Job seeking portfolio to include the following (15%):
· Curriculum Vitae.
· Job Application Cover letter or email.
· Personal statement.
Collection of Work Part 4 - Work Experience (20%):
· Completed supervisors report.
Collection of Work Part 5 - Learner Review of Work Experience and Future Planning (20%):
· A reflective diary of the work experience.
· A reflection on the period of work experience including progress made on learning goals and new action points set.
Assessment briefs should be designed to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate.
11d.   	Eligibility for Certification 

The learner is eligible for certification because they have demonstrated 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)


	Individual Learner Marking Sheet 
Work Experience 4N1168 
	Learner Name: 

	Assessment Technique: 
Collection of Work 100%
	Maximum Mark 
	Learner Mark 

	General work-related information.
· A presentation of the nature of work in the 21st century and the changing nature of jobs and work in the local evolving workplace as a result. (10 marks)
· A poster illustrating paid and unpaid workforce participation and a reflection on how this impacts the wider community. (5 marks)
· An identification of the basic rights and responsibilities of employees and employers in a particular work context. (5 marks)
	20

	 

	Planning and preparation for work placement
· A personal skills checklist produced. (10 marks)
· A summary of potential employment and learning opportunities with corresponding learning goals (SMART goals). (10 marks)
· Prepare for effective and appropriate workplace communication and personal presentation (5 marks)   
	25
	

	Job seeking Portfolio
· Curriculum Vitae. (5 marks)
· Job Application Cover Letter / email. (5 marks)
· Personal Statement. (5 marks)
	15
	

	Work Experience.
· Completed Supervisors report. (20 marks)
	20
	

	Learner Review of Work Experience and future planning.
· A reflective diary of the work experience. (10 marks)
· A reflection on the progress made on learning goals and new action points set and explore options for future education, training and employment in light of work experience. (10 marks)
	20
	

	Total Mark 
	100[footnoteRef:3] [3:  Note: a minimum of 50% must be achieved in each section in order to pass. ] 

	 

	

	External Authenticator’s Signature: 
 
	 
	Date: 
	 



APPENDICES

Appendix A: Material to support delivery (these resources will be hosted in the ETBI Digital Library and will be updated on an ongoing basis)

	MIMLO
	Module Content  
Topics/ units of learning 
	Suggested resources

	1
	Describe what influences paid and unpaid work opportunities in your local area covering legal requirements for employers and employees.
	https://www.citizensinformation.ie/en/


	2
	Identify employment opportunities, learning goals (SMART goals) and progression paths that match personal, formal and informal skillsets.  
	There are a number of useful aptitude tests and skills finder tests:
Careersportal.ie
Classroomguidance.ie
Skillswise.ie

	3
	Create a job seeking portfolio.

	CV:
https://fit.ie/wp-content/uploads/2021/05/CV-Workshop-Booklet-2021-Online-compressed.pdf
Cover Letters:
https://ie.indeed.com/career-advice/cvs-cover-letters/how-to-write-a-cover-letter
Interview:
https://fit.ie/wp-content/uploads/2021/04/Interview-Skills-Guide-No.4.pdf

	4
	Participate in a supervised range of work experience activities in line with the employers regulatory and workplace practice requirements.
	Use the supervisors Report template provided.

	5
	Reflect on the learning from the work placement and future progression options.
	 This is a great resource for questions the students might ask themselves while on placement:
https://classroomguidance.ie/wp-content/uploads/2020/03/5-Work-Experience-Level-4-V4-LAWP.pdf
https://www.Careersportal.ie has great options for exploring courses and future progressions routes.





Appendix B: Sample Assessments
	Collection of Work – Part 1
	20 (10, 5, 5 Marks)

	Note to educator: This sample assessment brief is designed to assess the learner’s understanding of the job market and its impact on society as well as identifying the rights and responsibilities of employees and employers alike.  Adjustments can be made based on specific course requirements and preferences.  Integration of this module with other modules is possible and recommended.

Assessment title: General Work -Related Information

Overview: In this assessment, you will have the opportunity to explore General Work-Related information and present your findings through a presentation, a poster and a multiple-choice quiz.

MIMLOs covered by this assessment:
1 – Describe what influences paid and unpaid work opportunities in your local area covering legal requirements for employers and employees.

Assessment Details:
You must compile a collection of work to include evidence that includes the following:
· Create a 4-slide presentation where you identify and discuss one aspect of the nature of work in the 21st century and the changing nature of jobs and work in the local evolving workplace as a result.  Present this to your class group. 
· Create a poster that illustrates the impact of paid and unpaid workforce participation and facilitate the learner to describe this. 
· Complete a 10-question multiple choice quiz on the basic rights and responsibilities of employees and employers in a particular work context. 

Assessment Criteria - Your evidence will be evaluated based on the following criteria:
· 10% - A presentation of the nature of work in the 21st century and the changing nature of jobs and work in the local evolving workplace as a result. 
· 5% - A poster illustrating paid and unpaid workforce participation and a reflection on how this impacts the wider community. 
· 5% - An identification of the basic rights and responsibilities of employees and employers in a particular work context. 

Assessment Submission: 
This assessment will form part of a Collection of Work, and where possible, your evidence can be submitted in a format of your choice e.g. written report, multimedia presentation, audio/video recording, a digital story, infographic, slide deck or any other format you would like.
All work must be handed up on submission date.  

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

Assessment Instructions: 
Note: Laois and Offaly ETB value honesty in all our work.  Copying others’ work (plagiarism) or cheating in any way is not allowed and can seriously affect your chances of earning your award.  Make sure this is your own work, and you haven’t copied it from other people or the internet.



	
	
	



	
	
	




	
	
	



	
	Effective Date: 1st September 2025
	1




	Collection of Work – Part 2
	25 (10, 10, 5 marks)

	Note to educator: This sample assessment brief is designed to assess the learners planning and preparation for the work placement.  Adjustments can be made based on specific course requirements and preferences.  Integration of this module with other modules is possible and recommended. 
Assessment title: Planning and Preparation for Work Placement
Overview: In this assessment, you will have the opportunity to complete a personal skills checklist and a summary of potential employment and /or learning opportunities to match your skills and set appropriate learning goals.
MIMLOs covered by this assessment:
2 - Identify employment opportunities, learning goals (SMART goals) and progression paths that match personal, formal and informal skillsets.  
Assessment Details:
You must compile a collection of work to include evidence that includes the following:
· Complete a profile of your skills, personal qualities and interests (numerous options are available online).
· In light of your existing skills research a suitable progression route (work, education, apprenticeship etc.) and set 4 appropriate learning goals to achieve this with action steps included.  This is to be noted in your development plan template.
· Explore with your tutor and in your group, appropriate workplace communication skills and appropriate personal presentation for different employment settings, this can include personal protective equipment (PPE).  Create a short, written account explaining how to best communicate and how to dress for your chosen vocational area.

Assessment Criteria - Your presentation will be evaluated based on the following criteria:
· 10% - A personal skills checklist produced. 
· 10% - A summary of potential employment and learning opportunities with corresponding learning goals (SMART goals). 
· 5% - Prepare for effective and appropriate workplace communication and personal presentation.   This may include a professional discussion / interview.

Assessment Submission:
This assessment will form part of a Collection of Work, and where possible, your evidence can be submitted in a format of your choice e.g. written report, multimedia presentation, audio/video recording, a digital story, infographic, slide deck or any other format you would like.
All work must be handed up on submission date.

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

Assessment Instructions:

Note: Laois and Offaly ETB value honesty in all our work.  Copying others’ work (plagiarism) or cheating in any way is not allowed and can seriously affect your chances of earning your award.  Make sure this is your own work, and you haven’t copied it from other people or the internet.




	Collection of work – Part 3
	15 (5, 5, 5 marks)

	Note to educator: This sample assessment brief is designed to assess the learner's ability to produce a relevant job seeking portfolio.  Adjustments can be made based on specific course requirements and preferences.  Integration of this module with other modules is possible and recommended. 

Assessment title:  Job Seeking Portfolio

Overview: In this assessment, you will have the opportunity to create a practical job seeking portfolio including a CV and application form and to participate in a professional discussion / mock interview.

MIMLOs covered by this assessment:
3. Create a job seeking portfolio.

Assessment Details:
You must produce the following:
· Create an up-to-date Curriculum Vitae (CV) following your tutor’s template.
· Write a job application cover letter or cover email which is specific to your work placement.
· Write a Personal Statement or “elevator pitch” this may be recorded by your tutor.

Assessment Criteria - Your presentation will be evaluated based on the following criteria:
· 5% - Curriculum Vitae.
· 5% - Job Application Cover Letter / email 
· 5% - Personal Statement.

Assessment Submission: 
This assessment will form part of your Collection of Work and evidence must be submitted in conventional Curriculum Vitae / Cover letter format.

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

Assessment Instructions: 
Note: Laois and Offaly ETB value honesty in all our work.  Copying others’ work (plagiarism) or cheating in any way is not allowed and can seriously affect your chances of earning your award.  Make sure this is your own work, and you haven’t copied it from other people or the internet.






	
Collection of Work – Part 4
	20 marks

	Note to educator: This sample assessment brief is designed to assess the learner's effective participation in a short work experience.  Adjustments can be made based on specific course requirements and preferences.  Integration of this module with other modules is possible and recommended. 

Assessment title: The Work Experience

Overview: In this assessment, you will have the opportunity to participate in a suitable work placement to last a minimum of 60hours.

MIMLOs covered by this assessment:
4. Participate in a supervised range of work experience activities in line with the employers regulatory and workplace practice requirements.

Assessment Details:
Learners will be assessed by their employer under these categories:
· Achievement of learning goals agreed with tutor and supervisor.
· Participation.
· Working under direction 
· Communication
· Adherence to health, safety and other relevant regulations. 
This will all be documented in the work placement supervisor’s report.

Assessment Criteria - Your presentation will be evaluated based on the following criteria:
· 20% - This will be based on a completed supervisor’s report. 

Assessment Submission: 
This assessment forms part of your collection of work and evidence will be based on an employer’s report completed after you have participated in 60 hours of work experience.

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

Assessment Instructions: 

Note: Laois and Offaly ETB value honesty in all our work.  Copying others’ work (plagiarism) or cheating in any way is not allowed and can seriously affect your chances of earning your award.  Make sure this is your own work, and you haven’t copied it from other people or the internet.





	Collection of Work – Part 5
	20 (10, 10 marks)

	Note to educator: This sample assessment brief is designed to assess the learner's ability to reflect and review the work experience and interview from their skills demonstration.  Adjustments can be made based on specific course requirements and preferences.  Integration of this module with other modules is possible and recommended. 

Assessment title: Reflection and review of Work Experience and future planning

Overview: In this assessment, you will have the opportunity to reflect and review on your skills demonstration, both the work experience and mock interview.

MIMLOs covered by this assessment:
5. - Reflect on the learning from the work placement and future progression options.

Assessment Details:
You must produce:
· You must produce a reflective diary of the work experience undertaken (min 60 hours), this can be written in diary form, recorded as a vlog and/or supported by photographic evidence.
· Complete the development plan template provided by your tutor which will show your learning goals, new action points set and explore options for future education, training and employment in light of work experience.

Assessment Criteria - Your presentation will be evaluated based on the following criteria:
· 10% - A reflective diary of the work experience. 
· 10% - A reflection on the progress made on learning goals and new action points set and explore options for future education, training and employment in light of work experience. 

Assessment Submission: 
This assessment will form part of a Collection of Work, and where possible, your evidence can be submitted in a format of your choice e.g. written report, multimedia presentation, audio/video recording, a digital story, infographic, slide deck or any other format you would like.
All work must be handed up on submission date.  

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

Assessment Instructions: 
Note: Laois and Offaly ETB value honesty in all our work.  Copying others’ work (plagiarism) or cheating in any way is not allowed and can seriously affect your chances of earning your award.  Make sure this is your own work, and you haven’t copied it from other people or the internet.




	
	
	



	
	
	




	
	
	



	
	Effective Date: 1st September 2025
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Suggested Marks Break Down
Appendix C: Assessment Rubric – Collection of work of work – Weighting 100%
	
	Level of Achievement – Performance Descriptors

	
	Unsuccessful
< 50%
Failed to meet the threshold level of achievement
	Pass
50% - 64%
Reached the minimum level of achievement
	Merit
65% - 79% 
Reached a high level of achievement
	Distinction
80% - 100%
Reached a very high to outstanding level of achievement

	Criteria
	Collection of Work Part 1 - General Work-Related Information (20%)

	
	Create a 4 -slide presentation 
(10 Marks)
	Little or no investigation into the changing nature of jobs produced.
	4 slides with minimal information produced.
	Slides produced and good understanding shown in presentation.
	A high standard of information and clear and concise presentation.

	
	Create a poster that illustrates paid workforce participation.
(5 Marks)
	Little or no investigation into the benefit of paid workforce participation.
	Poster with minimal information produced.
	Poster produced and good understanding of the importance of workforce participation.
	Exceptional poster with clear and concise information on the importance of workforce participation.

	
	Multiple choice quiz on the basic rights and responsibilities of employees and employers.
(5 Marks)
	0-2 right answers
	2-5 right answers
	5-8 right answers
	8 or above right answers

	
	Collection of Work Part 2 - Planning and Preparation for work placement (25%)

	Criteria
	Personal skills checklist
(10 Marks)
	Incomplete or superficial skills checklist produced.
	Basic skills checklist with general identification of strengths and weaknesses.
	Clear skills checklist with identification of strengths and weaknesses.
	Comprehensive and insightful skills checklist with clear identification of strengths and weaknesses.

	
	Progression report and learning goals (SMART goals).
(10 Marks)
	Minimal or unclear career plan with few or no actionable goals.
	Basic career plan with some goals and steps for achievement. 
	Clear and realistic career plan with SMART goals.
	Well-structured, specific, and realistic career plan with SMART goals and clear steps for achieving them.

	Criteria
	Workplace communication
(5 Marks)
	Minimal effort and ability to understand workplace communication and presentation.
	Basic effort and ability to understand workplace communication and presentation.
	Good understanding of workplace communication and presentation presented in report.
	Excellent understanding of workplace communication and presentation presented in report with some detail.

	
	Collection of Work Part 3 - Job Seeking Portfolio (15%)

	Criteria
	CV created
(5 Marks)

	CV is incomplete, unprofessional, or poorly organised. Contains significant errors or irrelevant information.
	CV is basic but includes essential details. Some sections may be unclear, irrelevant, or have noticeable errors. 
	CV is professional and well-organised. Mostly tailored to the chosen career, with minor errors or slight irrelevance in some areas.
	CV is professional, well-structured, and fully tailored to the chosen career path. Information is clear, relevant, and error-free. 

	
	Cover letter/email produced.
(5 Marks)
	Cover letter is unprofessional, poorly written, or lacks tailoring to the role.
	Cover letter is basic, with some professionalism but lacking in specificity or detailed connection to the role. 
	Cover letter is clear and professional but may lack some tailoring or depth in showing suitability for the role. 
	Cover letter is well-written, clear, and tailored to the specific role or field. Demonstrates a high level of professionalism and suitability for the position.

	Criteria
	Personal Statement.
(5 Marks)
	Lacks professionalism and preparation with no reflection.

	Demonstrates basic professionalism and preparation with some reflection.

	Shows good professionalism, preparation, and communication. Thoughtful and well-structured reflection with relevant connections to the interview
	Shows professionalism, preparation, and communication. Responds confidently, clearly. Well-structured reflection demonstrating strong self-awareness

	
	Collection of Work Part 4 - The Work Experience (20%)

	
	Participate in a minimum of 60h work experience.
(20 Marks)
	Marks awarded on supervisor’s report.
	Marks awarded on supervisor’s report.
	Marks awarded on supervisor’s report.
	Marks awarded on supervisor’s report.


	
	Collection of Work Part 5 - Reflection and review of work experience (20%)

	
	Reflective diary provided.
(10 Marks)
	Very little or no evidence of tasks completed. Supporting materials are missing or irrelevant. 
	Some evidence of tasks completed but lacks sufficient detail or connection to placement goals. Minimal or unclear supporting materials. 
	Clear evidence of tasks and responsibilities, with supporting materials, though may be less detailed or varied in nature. 
	Comprehensive, clear, and well-documented evidence of tasks and responsibilities with detailed examples. Includes supporting materials (e.g. photos)

	
	Development plan and reflection on future goals (SMART goals).
(10 Marks)
	No clear connection between placement experience and career goals. Limited or no discussion of future career development or strategies. 
	Basic explanation of career goals with limited connection to the placement experience.
	Good explanation of how the placement influenced career goals and skills development, with some insight into future career plans. 
	Clear explanation of how the placement shaped career goals. Some analysis of future career decisions. 
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	Supervisor’s Report

	Learner name:				Centre/school:						Tel:		
Company name:				Supervisor’s name:					No of hours worked:

	Competencies - learners need a minimum of 10 marks to pass.
(Related to learning outcomes below)
	Excellent

(5 Marks)
	Above average 
(4 Marks)
	Satisfactory

(3 Marks)
	Below average 
(2 Marks)
	Not yet competent
(1 Mark)

	1. Participate effectively in a work experience. (MIMLO 4)
For example, did the learner:
· engage with the placement supervisor at the start of placement?
· attend, as scheduled, on time, and make contact without delay in case of absence?  
· present themselves professionally, including dress code and self-care?
	
	
	
	
	

	2. Works well under supervision and takes direction (MIMLO 4)
For example, did the learner:
· act on feedback? 
· make changes to the way of working?
· use their initiative?
· demonstrate understanding of their role and the role of others?
	
	
	
	
	

	3. Communicates effectively (MIMLO 4)
For example, did the learner:
· plan their mandatory activities with the supervisor?
· work well as part of a team
· communicate appropriately, at all times, with the team? 
	
	
	
	
	

	4. Demonstrates work practices that are in line with health and safety (MIMLO 4)
For example, did the learner:
· comply with health and safety requirements e.g., handwashing, using PPE
	
	
	
	
	

	Supervisor’s comments:








Supervisor’s signature:						Date:	
Note: a minimum of 50% must be achieved in order to pass.	
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Work Experience (Level 4)

	For administration use only: 

To be completed by the work experience tutor 





	Learner’s name:
	

	Did the learner complete 60 hours placement, as required?
	Yes ☐   No ☐             

	Has the learner been received at least 10 marks overall across the 4 competencies?
	Yes ☐   No ☐

	Learner mark:
	

	Educator’s signature:
	

	Date: 
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