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.

	[bookmark: _Hlk193103824]Part A: Structured Written Piece - 10 Marks
· MIMLOs covered: 1, 5, 6
· 
Objective:
To demonstrate your ability to research and write a structured written piece (report) on a chosen topic.

Instructions:
· Write a formal report (700-900 words) on a topic of interest that is relevant to your studies, career goals, or personal interests.
· Use at least two credible sources to support your report. AI-generated sources do not count.
· Structure your report with a clear introduction, main body and conclusion.
· Cite your sources using a simple and consistent referencing format.
· Ensure originality—write in your own words and avoid direct copying.
· Editing – Show evidence of drafting and redrafting before final submission. 

Submission Guidelines:
Submit your report as a written document using an appropriate medium (700–900 words).
Upload your file to [insert platform] by [insert deadline].

Marking Criteria – 10 Marks
1. Content & Research (4 Marks): The report is well-structured, demonstrates clear thought and uses appropriate sources. (MIMLO 1, 5, 6)
2. Writing Quality & Clarity (3 Marks): The report is written in a formal tone with good organisation. (MIMLO 5, 6)
3. Referencing & Source Use (3 Marks): Proper citation and integration of credible sources. (MIMLO 6)

	Part B: Functional Writing – 15 marks
MIMLOs covered: 5, 6.

Objective:
To show your ability to write formal documents for real-life situations.

Instructions:
Choose a minimum of two of the following writing tasks:
· Job Application: A CV and cover letter for a specific job.
· Formal Business Email: A professional email, such as a job acceptance, business request, or complaint.
· Letter of Recommendation or Request: A letter requesting sponsorship or recommending someone for a role.
· Agenda and Minutes of a Meeting
· Another relevant workplace document.
Writing Guidelines:
· Length: 800–1000 words in total.
· Structure: Use clear headings and a professional format.
· Tone & Style: Professional and polite.
· Formatting: Use the correct layout (e.g., CV sections, email structure, letter format).
· Editing: Show evidence of drafting and redrafting at least one piece before final submission.
Submission Guidelines:
· Submit your work as a written document using an appropriate medium (800–1000 words total).
· Submit by [date as per teacher’s instructions].

Marking Criteria Part B - 15 Marks (total across all submitted pieces)
1. Content & Structure (6 marks): Well-organised and relevant writing. (MIMLO 5, 6)
2. Writing Quality (4 marks): Clear, professional and suitable tone. (MIMLO 6)
3. Formatting & Presentation (3 marks): Proper application of formal writing conventions. (MIMLO 6)
4. Evidence of Drafting (2 marks): Demonstrates revision and refinement of work. (MIMLO 5)

	Part C: Personal Expression – 10 marks
MIMLOs covered: 4, 5 (possibly MIMLO 2 as well depending on submission method)

Objective:
To showcase your ability to communicate your thoughts, opinions, or personal experiences in an engaging way.

Instructions:
Choose a topic that interests you and write a 500–700-word piece that expresses your thoughts or experiences.
Examples of Formats:
· A reflective journal entry.
· A casual opinion piece.
· A review of a book, movie, or event.
· A letter to your future self, a fictional character, or a mentor.
· A speech.
· A poem.
· Song lyrics.

Submission Guidelines:
You can submit in a format that best suits you:
· Written: (500-700 words)
· Audio: Voice recording (4-6 minutes)
· Video: Presentation or performance (4-6 minutes)
· Creative Format: Infographic, digital presentation, podcast, short video, song, spoken word, etc.
Marking Criteria Task C – 10 Marks:
1. Depth & Insight (5 marks): Thoughtful exploration of a topic with originality. (MIMLO 4, 5)
2. Style & Expression (3 marks): Clear, engaging and authentic writing. (MIMLO 2, 5)
3. Structure & Coherence (2 marks): Logical flow and organisation. (MIMLO 5)


	Part D: Reading and Interpretation – 5 marks
MIMLOs covered: 5.

Objective:
To improve your reading skills by engaging with a written piece and sharing your thoughts on it.
 Instructions:
· Read at least one text and show your understanding by:
· Identifying how the text is written (style, tone, structure).
· Recognising key themes and ideas.
· Explaining your personal response to the text.
Types of text you may pick to read:
· Blog post or online article.
· Personal essay or opinion piece.
· Fictional letter or diary entry.
· Short story or book extract.
· Vocational or industry-related article.
Ways you can respond to your text:
· Produce a short reflection on the main themes and ideas.
· Answer comprehension questions (supplied by your teacher) exploring key points and tone within the text.
· Reinterpret the text in a creative way (e.g., turning a blog post into a letter, turning a written story into a comic strip).
Submission Guidelines:
Choose a format that suits you:
· Written: (300 words per text)
· Audio: Voice recording (2-4 minutes per text)
· Video: Presentation or discussion (2-4 minutes per text)
· Creative Format: Infographic, storyboard, podcast, diagram, mind map, comic strip, etc. (Note: If using visual or creative formats, make sure to include a short explanation of your ideas).

Marking Criteria Task D – 5 Marks
1. Comprehension & Interpretation (3 marks): Show understanding of ideas and style. (MIMLO 5)
2. Engagement & Reflection (1 mark): Thoughtful response with personal insights. (MIMLO 5)
3. Clarity & Expression (1 mark): Clear and well-organised response. (MIMLO 5)

	[bookmark: _Hlk193094813]Part E: Media Literacy Task - 10 Marks
MIMLOs covered: 1, 5, 6

Objective:
To show your ability to understand and assess media content and digital communication in everyday situations.

Instructions:
Choose ONE of the following media-related tasks:
1. Comparing News Stories: Find two news articles on the same topic from different sources. Look for differences in how they are written, what they focus on and whether they show any bias.
2. Spotting Misinformation: Find an example of fake news or misleading online content. Explain how it spreads, why people believe it and how to check if something is true.
3. Breaking Down an Advertisement: Choose an advertisement (from social media, TV, or online) and explain how it tries to persuade people using words, images and emotions.



Submission Guidelines:
· Submit your work as a written piece (300–500 words) or a short, recorded presentation (2–5 minutes).
· Upload your file to [insert platform] by [insert deadline].

Marking Criteria (10 Marks Total):
1. Understanding and Explanation (5 Marks): Shows a clear understanding of media content and explains key points well. (MIMLO 1, 5)
2. Use of Examples (3 Marks): Includes relevant media examples to support ideas. (MIMLO 5, 6)
3. Presentation and Clarity (2 Marks): Well-organised, easy to understand and clearly communicated. (MIMLO 6)

	NOTE 1: An alternative approach could be taken here to reduce the number of assessment activities for this assessment technique one such example being:

The “Reading Comprehension and Interpretation” and “Media 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 Task, 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 relevant MIMLOs.

	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 5N0690 

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



Learner Name: ____________________________________   Learner Group: ___________________

	[bookmark: _Hlk193462143]Assessment Criteria
	Weighting: 50%

	Structured Written Piece (Part A) – 10 marks
	Maximum Mark
	Learner Mark 

	· Content & Research
	4
	

	· Writing Quality & Clarity
	3
	

	· Referencing & Source Use 
	3
	

	Total - Part A
	10
	

	Functional Writing (Part B) – 15 marks
	
	

	· Content & Structure 
	6
	

	· Writing Quality 
	4
	

	· Formatting & Presentation
	3
	

	· Evidence of Drafting 
	2
	

	Total – Part B
	15
	

	Personal Expression (Part C) – 10 marks
	
	

	· Depth & Insight
	5
	

	· Style & Expression
	3
	

	· Structure & Coherence
	2
	

	Total – Part C
	10
	

	Reading and Interpretation (Part D) – 5 marks
	
	

	· Comprehension & Interpretation
	 3
	

	· Engagement & Reflection
	1
	

	· Clarity & Expression
	1
	

	Total – Part D
	5
	

	Media Literacy Task (Part E) – 10 marks
	
	

	· Understanding and Explanation
	5
	

	· Use of Examples
	3
	

	· Presentation and Clarity
	2
	

	Total – Part E
	10
	

	Total Mark – Collection of Work
	50
	




	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 - 15 Marks
MIMLOs covered: 1, 2, 3, 4

Objective:
You will deliver an oral presentation, showing your ability to use verbal, non-verbal and visual communication skills while engaging your audience effectively.

Instructions:
· Presentation Format: Individual 
· Duration: Individual presentation: 7–10 minutes
· Topic Selection: Choose a vocationally relevant or current issue.
· Visual Communication: Use digital tools (e.g., PowerPoint, Canva, Prezi, or video clips) to improve the clarity of your presentation.
· Non-Verbal Communication: Use gestures, eye contact, body language and tone to express yourself.
· Q&A Session: Engage your audience in a 3–5 minute Q&A session. 

Submission Guidelines:
· Your presentation will be recorded by the teacher as evidence and uploaded to the college VLE. 
· You are required to submit supporting visuals such as your PowerPoint file as directed by your teacher. 

Marking Criteria Part A – 15 Marks:
· Content and Relevance (4 marks): Well-structured presentation, aligned with the topic. (MIMLOs 2, 4)
· Digital Literacy & Visual Communication (4 marks): Effective use of visuals and digital tools. (MIMLOs 1, 3)
· Verbal & Non-Verbal Communication (4 marks): Clarity, tone, gestures and eye contact. (MIMLOs 2, 3)
· Audience Engagement & Q&A (3 marks): Interaction, active listening and adaptability. (MIMLOs 2, 4)

	Part B: One-on-One Professional Communication - 15 Marks
MIMLOs covered: 2, 3, 4

Objective:
You will take part in a structured one-on-one professional communication scenario, showing your ability to use verbal, non-verbal and listening skills effectively.

Instructions:
· Duration: 7–10 minutes
· Format: The conversation will be a formal, structured dialogue, such as (and as directed by you teacher):
· Job interview (answering competency-based questions professionally).
· Performance review or feedback session (giving or receiving structured feedback).
· Client or workplace meeting (formal discussion on a relevant topic).
· Role-play scenario (This can be a vocational scenario or other – examples include Negotiating a salary or job offer, Making a formal complaint, Handling a conflict at work or school, Advocating for a friend or family member in medical or educational setting, Applying for a loan or mortgage, Arranging a travel itinerary for a group, Securing a venue for an event etc)

Submission Guidelines:
· Your one-on-one professional communication will be recorded by the teacher as evidence and uploaded to the college VLE. 

Marking Criteria Part B – 15 Marks:
1. Clarity & Professionalism (4 marks): Formal tone, structured communication. (MIMLOs 2, 4)
2. Listening and Responsiveness (4 marks): Engaging appropriately and adapting to the conversation. (MIMLOs 2, 4)
3. Verbal & Non-Verbal Communication (4 marks): Clarity, tone, gestures and eye contact. (MIMLOs 2, 3)
4. Confidence and Persuasion (3 marks): Ability to articulate points clearly and persuasively. (MIMLOs 2, 4)

	Part C: Group Meeting/Panel Discussion – 15 Marks
MIMLOs covered: 2, 3, 4

Objective:
This assessment is designed to evaluate your ability to communicate effectively in a group meeting or panel discussion. You will demonstrate your verbal communication skills, active listening and understanding of formal discussion etiquette.

Instructions:
You will participate in a group or panel discussion on a relevant social, cultural, or work-related topic. This task will assess your ability to engage with others in a collaborative and professional manner.
· Group Size: At least three participants.
· Duration: 15-20 minutes.
· Topic Selection: Choose a topic that encourages a range of opinions and viewpoints. The group will collectively agree on the topic.
· Roles: All participants must contribute meaningfully, sharing their viewpoints, asking relevant questions and engaging in active listening.
· Meeting Etiquette: Ensure that the discussion remains focused and respectful. Take turns speaking, maintain professionalism and adhere to appropriate formal discussion rules.
· Recording: The discussion must be video recorded to provide evidence of the assessment.

Submission Guidelines:
· A video recording will be made where all participants can be clearly seen and heard.
· The teacher will upload the video to the college VLE. 
· The teacher will label the files with the participants names.

Marking Criteria (15 Marks Total):
1. Active Participation (5 Marks): Clear expression of ideas, making significant contributions and actively engaging with other participants. Demonstrates critical thinking and thoughtful interaction. (MIMLO 2)
2. Listening and Responding (5 Marks): Demonstrates attentive listening, responds thoughtfully to others’ points and facilitates smooth and respectful discussion without interruptions. (MIMLO 4)
3. Meeting Etiquette (5 Marks): Adheres to discussion rules, takes turns appropriately, remains professional throughout and uses appropriate tone, body language and engagement to support the flow of the discussion. (MIMLO 3)

Additional Notes:
· This is a group task; however, your individual performance will be assessed.

	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 20 marks.
· All approaches must include the self-reflection activity but marks could be changed from 5 marks to 10 marks if, for example equal weighting was given to the two skills demonstration activities and the assessor deemed it appropriate.

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 use at least two of the suggested activities above or design suitable alternatives. 

	Part D: Reflection on Communication Skills and Competencies - 5 Marks
MIMLOs covered: 1, 2, 3, 4

Objective:
You will reflect on the communication skills and competencies you demonstrated in Part A (Oral Presentation), Part B (Formal Interaction) and Part C (Group Meeting/Panel Discussion) evaluating your strengths, areas for improvement and the application of communication theory in practice.

Instructions:
· Reflection Length: 400 words approx. (written) or 3-5 minutes (audio/video).
· Suggested Focus Areas:
· Verbal & Non-Verbal Communication: Reflect on your tone, clarity, gestures and body language. (MIMLO 2, 3)
· Listening & Responsiveness: Think about how well you actively listened, adapted and engaged in conversations. (MIMLO 2, 4)
· Digital Literacy & Visual Communication: Assess how effective the digital tools and visuals were in your presentation. (MIMLO 1, 3)
· Interpersonal & Intrapersonal Skills: Consider how well you worked with others, your confidence and self-awareness in communication. (MIMLO 4)
· Areas for Improvement: Identify key takeaways and how you plan to improve your communication skills in future.

Submission Guidelines (UDL-Inclusive Options):
You can submit your reflection in one of the following formats:
· Written document (300 words approx.).
· Audio recording (3-5 minutes).
· Video presentation (3-5 minutes).
· Creative format (e.g., podcast, digital journal, infographic with annotations, mind map with voice-over).
All submissions must be uploaded to the designated folder on the college VLE by the deadline specified by your teacher.

Marking Criteria Task D - 5 Marks:
1. Depth of Reflection (2 marks): Insightful analysis of your communication skills and application of theory. (MIMLOs 2, 4)
2. Application of Digital Literacy (1 marks): Evaluation of digital tools used in your presentations. (MIMLOs 1, 3)
3. Clarity & Organisation (1 marks): Logical structure, coherence and fluency of your response. (MIMLOs 2)
4. Self-Assessment and Future Growth (1 marks): Identification of your strengths, challenges and strategies for improvement. (MIMLO 4)

	Additional Note – Task Integration Opportunities Within the Module
Where feasible, assessment tasks can be integrated across other modules or within the module itself or both. 
· Collection of Work (Part A – Structured Piece) & Skills Demonstration (Part A – Oral Presentation)
· Learners can develop a structured written piece and later present the key findings or arguments as an oral presentation.
· Collection of Work (Part B – Functional Writing) & Skills Demonstration (Part B – One-on-One Professional Communication)
· A formal email, report, letter, or CV written in Part B could be used as a basis for professional communication in a one-on-one scenario.
· Collection of Work (Part C – Personal Expression) & Skills Demonstration (Part D – Reflection)
· A reflective journal entry or opinion piece could inform the learner’s self-assessment and insights in the reflection task.
· Collection of Work (Part D – Reading and Interpretation) & Skills Demonstration (Part A – Oral Presentation)
· An analysis of a text in Part D could be summarised and presented as part of the oral presentation.
· Collection of Work (Part E – Media Literacy) & Skills Demonstration (Part C – Group Meeting/Panel Discussion)
· Learners can analyse a media topic in Part E and then debate or discuss it in the group meeting/panel discussion.
· Collection of Work (Part A – Structured Piece) & Skills Demonstration (Part A – Oral Presentation) & Skills Demonstration (Part C – Group Meeting / Panel Discussion) 
· Learners will develop a structured written piece and later present their insights as an oral presentation. Following the presentations, learners will participate in a group discussion or panel discussion with classmates who have explored similar themes.
· For example, four learners could each research and present on different emerging trends in the beauty industry. After their individual presentations, they would engage in a collaborative discussion about the impact of these trends and their potential future developments.

	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 5N0690 

	Sample Learner Marking Sheet 2:
Skills Demonstration- 50%



Learner Name: ____________________________________   Learner Group: _________________________
	[bookmark: _Hlk193462113]Assessment Criteria
	Weighting: 50%

	Oral Presentation (Part A) – 15 marks
	Maximum Mark
	Learner Mark 

	· Content & Relevance 
	4
	

	· Digital Literacy & Visual Communication
	4
	

	· Verbal & Non Verbal Communication 
	4
	

	· Audience Engagement and Q&A
	3
	

	Total - Part A
	15
	

	One-On-One Conversation (Part B) – 15 marks
	
	

	· Clarity & Professionalism 
	4
	

	· Listening & Responsiveness 
	4
	

	· Verbal & Non Verbal Communication
	4
	

	· Confidence & Persuasion 
	3
	

	Total – Part B
	15
	

	Group Meeting / Discussion Panel (Part C) – 15 marks
	
	

	· Active Participation
	5
	

	· Listening and Responding
	5
	

	· Meeting Etiquette
	5
	

	Total – Part C
	15
	

	Reflection (Part D) –  5 marks
	
	

	· Depth of Reflection
	2
	

	· Application of Digital Literacy
	1
	

	· Clarity & Organisation
	1
	

	· Self-Assessment and Future Growth
	1
	

	Total – Part D
	5
	

	Total Mark - Skills Demonstration Assessment
	50
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