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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 5N0690
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 develop a learner's awareness of the essential role of communication for both vocational success & personal growth and to facilitate the learner to acquire a range of essential communication skills.
8.       Objectives of the Module 
· Facilitate the learner to acquire and use communication skills effectively for vocational, personal and interpersonal development.
· Facilitate the learner to develop appropriate digital literacy skills and digital citizenship. 
· [bookmark: _Hlk190427191]Explore with the learner the principles of communication theory for developing a range of communications skills for various settings.
· Enable the learner to apply communication theory and techniques appropriately in different contexts.
· Enable the learner to take responsibility for their own learning by developing effective communication and digital literacy skills.
9. 	Minimum Intended Module Learning Outcomes (MIMLOs)
On completion of this module learners will be able to: 
	Minimum Intended Module Learning Outcomes (MIMLOs) of Communications
	Mapped to QQI component specification for the minor award

	1. Demonstrate effective digital literacy skills while adhering to ethical, professional and legal standards.
	LO 1 & LO 2

	2. Use verbal, active listening and responsiveness skills proficiently across varied settings.
	LO 5 & LO 10

	3. Demonstrate appropriate non-verbal and visual communication skills by applying them effectively across varied settings.
	LO 3 & LO 4

	4. Implement effective interpersonal and intrapersonal skills in a variety of settings. 
	LO 10 & LO 11

	5. Illustrate proficiency in reading and writing by using these skills in various situations and for diverse purposes.
	LO 6, LO 7, LO 8 & LO 9

	6. Employ appropriate research, referencing and formatting techniques in formal writing contexts.
	LO 6, LO7, LO 8 & LO 9



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 - Communication Theory

	1. Introduction to Communication
Objective: Establish foundational knowledge of communication and its importance.
· Definition of Communication:
· The process of sharing information, ideas and emotions with the main purpose being the understanding of a senders message by its receiver.
· Elements of Communication:
· Sender, message, medium/channel, receiver, feedback, noise and context.
· Purpose of Communication:
· To inform, persuade, entertain or build relationships.

2. Overview of Communication Theories
Objective: Provide a framework for understanding communication processes through models such as
· Linear Model:
· Shannon-Weaver Model (sender, message, noise, feedback).
· Transactional Model:
· Communication as a dynamic, two-way process.
· Social Penetration Theory:
· Self-disclosure and relationship-building.
· Uses and Gratifications Theory:
· Why people choose certain media.

3. Types of Communication
Objective: Understand and distinguish between different types of communication.
· Verbal Communication:
· Spoken or written words.
Examples: Conversations, speeches, emails.
· Nonverbal Communication:
· Body language, gestures, facial expressions, tone.
Examples: A firm handshake, eye contact.
· Interpersonal Communication:
· One-on-one or small group exchanges.
Example: Manager-employee discussions.
· Mass Communication:
· Disseminating messages to large audiences via media.
Example: Television news, social media campaigns.
· Visual Communication:
· Images, symbols and visual aids.
Examples: Infographics, advertisements.

4. Common Barriers to Communication
Objective: Identify and overcome challenges in communication.
· Barriers:
· Physical (noise, distance).
· Psychological (stress, biases).
· Semantic (language differences, jargon).
How to Overcome Barriers:
· Use clear and simple language.
· Pay attention to body language.
· Give feedback to make sure the message is understood.

5. Real-World Applications
Objective: Highlight the importance of communication theories in various fields.
· Business: Effective team communication, marketing strategies.
· Media: Creating persuasive content.
· Education: Teaching and learning strategies.
· Relationships: Building trust and understanding.



	UNIT 2 - MIMLO 1 - Digital Literacy Skills 

	1. Understanding Digital Literacy
Objective: Build foundational knowledge of digital literacy and its importance.
· Definition of Digital Literacy:
· The ability to locate, evaluate & use digital tools and information effectively.
· Core Digital Skills:
· Using software applications (e.g., word processing, presentation tools or equivalent).
· Navigating the internet for research and collaboration.
· Communicating effectively using digital platforms.
· Importance of Digital Literacy:
· For employability, communication and lifelong learning.

2. Digital Tools and Applications
Objective: Develop practical skills in common digital tools.
· Content Creation and Management:
· Word processing (e.g., Microsoft Word, Google Docs or equivalent).
· Presentation tools (e.g., PowerPoint, Canva or equivalent).
· Communication and Collaboration:
· Email etiquette and management (e.g., writing professional emails).
· Virtual collaboration platforms (e.g., Microsoft Teams, Zoom, Slack or equivalent).
· File sharing and cloud storage (e.g., Google Drive, Dropbox or equivalent).
· Research Skills:
· Conducting effective online searches.
· Using databases and academic resources.

3. Ethical, Professional and Legal Standards in Digital Environments
Objective: Ensure adherence to ethical and professional guidelines.
· Digital Ethics:
· [bookmark: _Hlk192494621]Adherence to and compliance with relevant legislation (e.g. Online Safety and Media Regulations, GDPR, Freedom of Information (FOI), or other vocationally specific equivalents).
· Respecting intellectual property (e.g., copyright and plagiarism policies).
· Understanding cyberbullying and harassment.
· Professional Conduct Online:
· Maintaining professionalism in emails, forums and social media.
· Creating a positive digital footprint.
· Avoiding digital misconduct (e.g., spreading misinformation).
· Responsible use of AI platforms (e.g. ChatGPT or equivalent)

4. Information Evaluation and Credibility
Objective: Equip learners to critically evaluate digital information.
· Evaluating Sources:
· Distinguishing credible sources from unreliable ones.
· Identifying biases and misinformation.
· Fact-Checking:
· Tools like Snopes, FactCheck.org, Google Fact Check or equivalent.
· Data Protection:
· Awareness of GDPR, data breaches and secure data handling.

5. Cybersecurity and Digital Safety
Objective: Promote secure practices in digital environments.
· Safe Practices:
· Creating strong passwords and using password managers.
· Recognising phishing and scam emails.
· Using antivirus software and secure networks.
· Data Protection:
· Encrypting sensitive data.
· Avoiding oversharing personal information online.

6. Digital Communication Skills
Objective: Foster effective communication in digital spaces.
· Writing for Digital Platforms:
· Crafting clear, concise, and professional messages.
· Understanding tone and context in written communication.
· Adapting to the Audience:
· Formal communication for professional emails.
· Informal communication for instant messaging tools (e.g., Slack or equivalent).
· Visual and Multimedia Communication
· Creating infographics or videos to convey ideas.

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

	MIMLO 2 - Verbal, Active Listening, and Responsiveness Skills
1.1 Verbal Communication Skills
· Key Elements:
· Clarity and conciseness in speech.
· Tone, pitch and pace for effective delivery.
· Tailoring language to the audience and context (formal vs. informal settings).
· Applications:
· [bookmark: _Hlk190427959]Public speaking, presentations, interviews, meetings.
· Persuasive communication for negotiation and leadership.

1.2 Active Listening Skills
· Key Elements:
· Focusing fully on the speaker (removing distractions).
· Reflecting and paraphrasing to confirm understanding.
· Asking clarifying questions to deepen engagement.
· Techniques:
· Maintaining eye contact and nodding.
· Avoiding interruptions and giving constructive feedback.

1.3 Responsiveness Skills
· Key Elements:
· Empathy and emotional intelligence in responses.
· Adapting responses to cultural and situational contexts.
· Offering timely and actionable feedback.

MIMLO 3 – Non-Verbal & Visual Communication Techniques
2.1 Non-Verbal Communication Techniques
· Key Elements:
· Body language: Posture, gestures and facial expressions.
· Proxemics: Awareness of personal and shared space.
· Paralanguage: Tone, pitch and pacing as non-verbal cues.
· Applications:
· Conveying confidence in interviews or presentations.
· Building rapport in interpersonal interactions.

2.2 Role of Non-Verbal Communication in Different Contexts
· Workplace: Professionalism, leadership and team interactions
· Social settings: Cultural variations, personal relationships
· Public speaking: Using gestures and posture to engage audiences
· Digital communication: Emojis, GIFs and visual storytelling

2.3 Integrating Verbal and Non-Verbal Communication
· Key Elements:
· Consistency between words and actions to enhance credibility.
· Managing incongruence (e.g., saying one thing but showing another).

2.4 Visual Communication Techniques
· Key Elements:
· Designing clear and engaging visual aids (charts, infographics, presentations).
· Using colour, layout and typography effectively.
· Ensuring visuals align with the intended message.
· Applications:
· Supporting verbal communication in meetings and pitches.
· Enhancing understanding through data visualisation.

2.5 Analysing Effectiveness of Non-Verbal and Visual Communication
· Case studies of successful and unsuccessful communication
· Role of feedback and audience perception
· Methods of assessing non-verbal and visual impact

MIMLO 4 – Interpersonal & Intrapersonal Skills
3.1 Interpersonal Skills
· Key Elements:
· Building trust and rapport with team members.
· Conflict resolution and negotiation techniques.
· Effective team communication (roles, responsibilities and feedback).
· Applications:
· Team projects, workplace collaborations and networking.

3.2 Intrapersonal Skills
· Key Elements:
· Self-awareness: Recognising strengths, weaknesses and triggers.
· Self-regulation: Managing emotions and stress effectively.
· Goal setting and motivation.
· Applications:
· Personal development for professional growth.
· Maintaining focus and resilience in challenging situations.

3.3 Factors Affecting Interpersonal and Intrapersonal Effectiveness
· Personal biases and assumptions.
· Stress and pressure in group settings.

[bookmark: _Hlk190428308]3.4 Collaboration for Shared Objectives
· Key Elements:
· Establishing shared goals and aligning team priorities.
· Decision-making and problem-solving as a group.
· Celebrating diversity and leveraging individual strengths.

3.5 Analysing Effectiveness in Collaborative Environments
· Identifying strengths and weaknesses.
· Strategies for improvement.



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

	1. Introduction to Writing Styles
Objective: Build proficiency in a variety of writing styles with clear understanding of their purpose.
· Types of Writing Styles:
· Descriptive Writing: Vividly portraying scenes, objects or events using sensory details.
· Narrative Writing: Telling a story with a clear structure (beginning, middle, end).
· Expository Writing: Explaining or informing with clarity and objectivity.
· Persuasive Writing: Convincing the reader of a particular viewpoint or action.
· Analytical Writing: Breaking down information to evaluate and interpret.
· Purpose and Audience:
· Adapting tone and structure based on the target audience (e.g., academic, professional, creative).

2. Techniques for Effective Writing
Objective: Equip learners with tools to craft clear and compelling content.
· Clarity and Precision:
· Avoiding ambiguity and jargon.
· Using concise and impactful sentences.
· Organisation and Structure:
· Crafting introductions, body paragraphs and conclusions.
· Using transitions to maintain flow.
· Language and Tone:
· Selecting vocabulary suitable for the writing style.
· Adjusting tone for formality, creativity, or persuasion.

3. Reading to Enhance Writing Proficiency
Objective: Use reading as a tool to improve writing skills.
· Critical Reading Skills:
· Identifying main ideas, arguments and writing techniques.
· Analysing how structure and style influence the reader.
· Imitative Learning:
· Learning from exemplary texts to model writing approaches.
· Experimenting with techniques observed in professional works.
· Read diverse texts across different genres and styles.
· Analyse how authors structure their writing and use language.
· Identify key elements that define each style.

4. Writing Across Genres and Contexts
Objective: Develop proficiency in writing for different formats and genres.
· Academic Writing:
· Essays, research papers and literature reviews.
· Using citations and adhering to academic conventions.
· Professional Writing:
· Reports, emails and proposals.
· Writing with clarity and professionalism.
· Creative Writing:
· Poetry, short stories and scripts.
· Experimenting with voice and narrative techniques.
· Digital Writing:
· Blog posts, social media captions and online articles.
· Adapting content for digital platforms and audiences.

5. Revising and Editing for Proficiency
Objective: Develop the ability to refine written content for clarity and impact.
· Proofreading Skills:
· Identifying and correcting grammar, punctuation and spelling errors.
· Revising for Style:
· Enhancing tone, coherence and readability.
· Peer Review and Feedback:
· Giving and receiving constructive criticism to improve work.

6. Writing Practice and Reflection
Objective: Reinforce learning through consistent practice and self-assessment.
· Journaling and Reflection:
· Writing daily reflections to explore different styles.
· Timed Writing Exercises:
· Practicing quick, focused writing on a given topic or prompt.
· Portfolio Development:
· Compiling and reflecting on a variety of writing pieces to track progress.

7. Developing Reading Proficiency 
Objective: Develop learners' reading proficiency by enhancing their ability to extract key information, identify text purpose, bias and apply appropriate comprehension strategies for deeper understanding. 

· Extracting the main facts, ideas, issues and opinions & identify bias where it occurs. 
· Capacity to skim, scan and read for more in depth understanding. 
· Identifying the purpose of texts, giving the learner the opportunity to distinguish fact from opinion in pieces of writing. 
· Demonstrate the use of appropriate comprehension strategies.



	UNIT 5 - MIMLOs 5 & 6 – Formal Writing Skills

	1. Introduction to Research in Formal Writing
Objective: Understand the purpose and process of conducting research for formal writing.
· Definition of Research:
· Systematic investigation to establish facts and reach conclusions.
· Purpose of Research in Writing:
· Supporting arguments with evidence.
· Demonstrating understanding of a topic.
· Types of Research:
· Primary research: Surveys, interviews and experiments.
· Secondary research: Literature reviews, databases and online resources.
· Identifying Reliable Sources:
· Peer-reviewed journals, books and credible websites.
· Evaluating sources for authority, accuracy, relevance and bias (CRAAP test).

2. Effective Research Techniques
Objective: Equip learners with tools to gather and organize information efficiently.
· Search Strategies:
· Using keywords and Boolean operators.
· Navigating academic databases (e.g. JSTOR, PubMed or equivalent).
· Note-Taking Methods:
· Paraphrasing vs. direct quoting.
· Using tools like Zotero, EndNote, Notion or equivalent to organise notes.
· Avoiding Plagiarism:
· Understanding what constitutes plagiarism.
· Best practices for paraphrasing and summarising.

3. Referencing Techniques
Objective: Understand and apply standard citation methods.
· Purpose of Referencing:
· Acknowledge sources.
· Avoid plagiarism.
· Common Referencing Styles:
· APA (American Psychological Association).
· MLA (Modern Language Association).
· Harvard referencing.
· Chicago/Turabian style.
· Key Elements of a Citation:
· Author(s), publication date, title, publisher and retrieval details.
· In-Text Citations vs. Bibliographies:
· Parenthetical references and footnotes.
· Creating a reference list or works cited page.

4. Formatting Techniques for Formal Writing
Objective: Learn how to format documents professionally and adhere to style guidelines.
· General Document Formatting:
· Margins, font styles, line spacing and alignment.
· Using Style Guides:
· APA/MLA/Chicago or equivalent style format requirements for headings, tables and figures.
· Structuring Formal Writing:
· Title page, abstract, introduction, body, conclusion and references.
· Professional Presentation:
· Using templates or tools in applications such as Word, Google Docs, LaTeX or equivalent.
· Avoiding Common Mistakes:
· Overcrowded text, inconsistent headings and poor alignment.

5. Academic Integrity and Ethical Research
Objective: Emphasise the importance of ethical practices in research and writing.
· Principles of Academic Integrity:
· Honesty, fairness and responsibility in academic work.
· Avoiding Misrepresentation:
· Accurately representing research findings.
· Citing non-text sources (images, videos and data sets).
· Tools for Academic Integrity:
· Plagiarism detection tools (e.g., Turnitin, Grammarly or equivalent).

6. Practical Applications of Research, Referencing, and Formatting
Objective: Demonstrate the integration of research, referencing and formatting in formal writing.
· Academic Writing:
· Essays, research papers and literature reviews.
· Professional Writing:
· Reports, proposal and case studies.
· Integrating References:
· Using quotes and paraphrases effectively within arguments.
· Maintaining Consistency:
· Adhering to a style guide throughout the document.

7. Review and Reflection
Objective: Encourage self-assessment and provide feedback on research and writing skills.
· Peer Review:
· Exchange drafts with peers to review research quality, citations and formatting.
· Self-Reflection:
· Identify strengths and areas for improvement in research and writing.
· Instructor Feedback:
· Provide targeted feedback on research choices, citation accuracy and formatting.



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.
[bookmark: _Hlk189047915]Teaching and learning activities could include:

	Unit 1 – Communication Theory:
· Lecture & Discussion: Provide a definition of communication and its key elements, using real-life examples to illustrate each concept.
· Think-Pair-Share: Ask students to define communication in their own words, then discuss with a partner before sharing with the class.
· Case Studies: Present scenarios where communication plays a critical role (e.g., workplace, social settings) and analyse the elements involved.
· Interactive Activities: Use role-playing exercises where students take on different communication roles (sender, receiver, etc.).
· Multimedia Presentation: Use videos or animations to demonstrate the importance and process of communication.
· Real-Life Application: Discuss real-world examples for each theory, such as social media use (Uses and Gratifications) and relationship-building (Social Penetration Theory).
· Debate: Organise a debate on which communication model is the most effective in different contexts (e.g., digital vs. face-to-face communication).
· Media Analysis: Analyse political speeches, advertisements and social media trends to apply theories in practical scenarios.
· Problem-Solving Workshop: Provide case studies where barriers hinder communication and have students develop solutions.
· Guided Discussion: Discuss strategies for overcoming barriers, emphasising practical tips like active listening and clear messaging.



	Unit 2 - Digital Literacy Skills:
· Students create a project plan collaboratively using cloud-based tools e.g. Google Docs, Trello or equivalent
· Analyse real-world scenarios where ethical digital behaviour and/or legislation was breached and discuss consequences.
· Conduct an online search on a controversial topic and evaluate the credibility of three sources.
· Write an email draft addressing a workplace issue and review it for tone and professionalism.
· Work on a virtual group presentation using applications such as Microsoft Teams, Google Slides or equivalent with assigned roles.




	Unit 3  - Verbal, Listening, Non-Verbal, Visual, Interpersonal & Intrapersonal Skills:
· Practice delivering a clear and persuasive presentation.
· Active Listening Drill: Pairs practice listening and restating key points to demonstrate understanding.
· Feedback Workshop: Analyse different response styles and develop techniques for constructive feedback.
· Body Language Practice: Analyse and interpret different non-verbal cues in scenarios.
· Video Recording: Record and review role-plays to assess non-verbal communication.
· Visual Design Exercise: Create a professional infographic or presentation slide.
· Group Project: Assign roles within a team and collaborate to achieve a specific objective e.g., design a campaign or solve a case study.
· Conflict Resolution Simulation: Practice resolving a team disagreement using negotiation skills.
· Self-Reflection Journal: Reflect on personal contributions to a team project, including successes and areas for improvement.



	Unit 4 – Writing Styles & Reading Proficiency:
· Read short excerpts of texts representing different writing styles. Identify key characteristics and purposes.
· Practice rewriting a paragraph in different tones e.g., formal, casual, persuasive.
· Compare two articles, for example, a news piece and a personal blog and analyse how style reflects purpose.
· Compose a short piece in two genres e.g., a formal report and a creative story.
· Exchange drafts with a peer for feedback and apply revisions based on suggestions.
· Maintain a writing journal, including samples of different styles with reflective notes on strengths and areas for improvement.
· Summarise a variety of elements of communications-related legislation. 
· Analyse case studies where breaches of legislation are evident. 



	Unit 5 – Formal Writing Skills:
· Analyse different sources to determine their credibility e.g. a blog, a news site, a journal article.
· Conduct a mini-research exercise on a given topic using a library database, Google Scholar or equivalent
· Provide a set of sources and ask learners to create accurate citations in a specified style.
· Provide learners with an improperly formatted document to revise according to a given style guide.
· Review a sample paper to identify ethical lapses, such as uncited sources or misrepresented data.
· Assign a short essay or research summary where learners:
· Conduct research.
· Reference all sources accurately.
· Format the document according to a specific style.
· Compile a research portfolio with a reflective journal discussing the process and challenges faced.



[bookmark: _Hlk189132187]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: 2014-12-06 
· 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 
· Globalisation: The Youth and The Truth - National Youth Council of Ireland 
Handbook on Globalisation and Citizenship 
· Referencing Handbook (FESS 2019)  - Referencing Handbook for Learners in FET 

Suggested Web Resources 
· https://www.webwise.ie/teachers/digital_literacy/ 
A great resource for teachers to support the teaching of digital literacy skills including a range of videos and other tools on the competencies that allow you 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 


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%

The rationale for the selection of assessment techniques is to ensure a comprehensive evaluation of learners' ability to meet the MIMLOs through varied and practical methods. 

The Collection of Work supports the development of proficient writing, reading, research, referencing, and formatting skills (MIMLOs 5 & 6), reinforcing academic integrity, professionalism, and legal standards. It enables learners to refine their writing in diverse styles and contexts, demonstrating adaptability and effective interpersonal and intrapersonal skills (MIMLO 4). This assessment also requires the application of digital literacy skills (MIMLO 1) for research and content creation, while promoting ethical use of sources through appropriate referencing and formatting techniques (MIMLO 6).

The Skills Demonstration allows learners to showcase their digital literacy (MIMLO 1), verbal and non-verbal communication skills (MIMLOs 2 & 3) and interpersonal abilities in collaborative settings (MIMLO 4), while also fostering self-awareness and personal growth. 

These assessment techniques also align with Level 5 expectations by ensuring learners develop a well-rounded ability to communicate effectively, think critically and engage collaboratively. Knowledge is embedded in the understanding of communication principles, ethical, professional and legal standards, writing conventions and research methodologies. Skills are demonstrated through verbal and written proficiency, active listening, digital literacy and interpersonal engagement. Competence is achieved as learners apply these abilities in varied contexts, adapting their communication style, collaborating effectively and producing structured, insightful work. 

By incorporating diverse and practical assessment methods, this approach fosters a balanced, integrated learning experience that meets the required standards for NFQ Level 5 while preparing learners for progression to higher levels.

Learners need to be provided with the opportunity to achieve all the MIMLOs and it is the assessor's responsibility to devise assessment instruments (e.g. structured report, oral presentation etc.) and marking schemes, consistent with the assessment techniques 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. [bookmark: _Hlk197511987]Demonstrate effective digital literacy skills while adhering to ethical, professional and legal standards.
	Collection of Work &
Skills Demonstration 

	2. Use verbal, active listening and responsiveness skills proficiently across varied settings.
	Skills Demonstration 

	3. Demonstrate appropriate non-verbal and visual communication skills by applying them effectively across varied settings.
	Skills Demonstration 

	4. Implement effective interpersonal and intrapersonal skills in a variety of settings. 
	Collection of Work &
Skills Demonstration 

	5. Illustrate proficiency in reading and writing by using these skills in various situations and for diverse purposes.
	Collection of Work

	6. Employ appropriate research, referencing and formatting techniques in formal writing contexts.
	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.
[bookmark: _Hlk192482836]11c. 	Guidelines for Assessment Activities

	[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 formal & functional writing, research abilities, personal expression, reading comprehension and media 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:

· Media 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:  Illustrate proficiency in reading and writing by using these skills in various situations and for diverse purposes.
· Writing activity (or activities) to achieve 
MIMLO 4:  Implement effective interpersonal and intrapersonal skills in a variety of settings.
MIMLO 5:  Illustrate proficiency in reading and writing by using these skills in various situations and for diverse 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 4:  Implement effective interpersonal and intrapersonal skills in a variety of settings.
MIMLO 5:  Illustrate proficiency in reading and writing by using these skills in various situations and for diverse 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 are 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 equivalents) to achieve 
MIMLO 1: Practise basic digital literacy skills with an awareness of ethical, professional and legal standards.
MIMLO 2:  Use verbal, active listening and responsiveness skills proficiently across varied settings.
MIMLO 3:  Demonstrate appropriate non-verbal and visual communication skills by applying them effectively across varied settings.
MIMLO 4: Apply key interpersonal and intrapersonal skills in a variety of contexts.

· One-on-One Communication Activity and/ or Group Meeting/Panel Discussion (or equivalents) to achieve 
MIMLO 2:  Use verbal, active listening and responsiveness skills proficiently across varied settings.
MIMLO 3:  Demonstrate appropriate non-verbal and visual communication skills by applying them effectively across varied settings.
MIMLO 4: Apply key interpersonal and intrapersonal skills in a variety of contexts.
and 
· Self-Reflection 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 appropriate non-verbal and visual communication skills by applying them effectively across varied 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 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 awards

13. Assessment Criteria - Learner Marking Sheet(s)
[bookmark: _Hlk190938107]Note: For individual assessment marking sheets, refer to the sample marking sheets in Appendix B
	[bookmark: _Hlk190960127]Individual Learner Marking Sheet 
Communications 5N0690
	 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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