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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]should familiarise themselves with the information contained in Laois and Offaly Education and Training Board’s programme descriptor for the relevant validated programme prior to delivering this module.  [2:  NOTE: Educator in this context refers to and 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. Marking 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
Information and Administration
2.       Component Name and Code 
5N1389 Information and Administration
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 is 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
None
7.      Aim of the Module
This module aims to equip the learner with the knowledge, skills and competence required to understand how information is processed within organisations and to effectively perform administrative tasks under supervision in a range of organisational environments, utilising relevant IT systems and application
8.       Objectives of the Module 
· To facilitate the learner to understand different types of public and private organisations, and the duties and functions of administrative personnel within organisations. 
· To provide the learner with an appreciation of the importance of effective communication and attention to detail in an administrative role in their vocational area.
· To assist the learner to develop skills related to planning and organising work related activities using a range of IT equipment and applications. 
· To facilitate the learner to develop specialised vocational and academic literacies to facilitate progression in their education and career choices.
· To enable the learner to take responsibility for their 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 Information and Administration
	Mapped to QQI component specification for the minor award

	1. Explain the features of various organisation structures, including departmental functions, personnel roles, and the impact of workplace legislation.
	LO1: Explain the features of a range of organisations to include the functions of internal departments, the roles and duties of a range of personnel and the impact of workplace legislation on an organisation  
LO3: Design an organisational chart 

	2. Explain how a range of IT equipment and applications are used to effectively meet an organisation’s administration functions and needs.
	LO2: Describe the administration functions of an office to include the equipment and resources available to carry out these functions  
LO10: Use office equipment and resources to meet the administration requirements of an organisation 

	3. Organise meetings and national business travel, utilising an appropriate diary management system to include the production of supporting documentation (meeting notice, agenda, itinerary, minutes)  
	LO4: Describe an effective diary management system  
LO5: Outline the roles and functions of a range of personnel in the planning and conduct of a range of business meetings  
LO9: Carry out diary management to include meeting notices and minutes and the preparation of business trip itineraries 

	4. Utilise a range of administrative skills, relevant to the vocational area, with an emphasis on clear communication, efficiency and attention to detail in internal and external correspondence
	LO7: Carry out a range of administration functions to include the use of office equipment, document collation and proofing and payment validation  
LO8: Organise inward and outward correspondence 

	5. Create a file management system appropriate to the vocational area, utilising relevant security awareness to enable authorised accessibility.
	LO6: Create a manual or computerised filing system  
LO11: Apply procedures to prevent unauthorised access to files and records. 




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. 

MIMLO 1: Explain the features of various organisation structures, including departmental functions, personnel roles, and the impact of workplace legislation. 
Business Organisations, structures and functions 
· Explain the features of different business organisations for example sole trader, partnerships, private limited companies, public limited companies, public service and voluntary organisations. 
· Explore what organisational structures are and why they matter for operational efficiency, communication, and goal alignment. 
· Describe the functions of internal departments in achieving the goals and objectives of an organisation. 
· Investigate the roles and responsibilities of various personnel within organisations. 

Organisational Charts 
· Explain the purpose of an organisational chart. 
· Create/design an organisational chart for an organisation in the vocational area. 

Workplace Legislation 
· Describe the impact of workplace legislation on an organisation in the areas of Data Protection, Safety & Health, Employment Equality and Organisation of Working Time.  


MIMLO 2: Explain how a range of IT equipment and applications are used to effectively meet an organisation’s administration functions and needs. 

Role of IT in Administration 
· Explain the importance of IT in modern administration practices. 
· Explore how IT equipment and applications can enhance productivity, efficiency, and communication. 
· Explore how IT equipment and applications can support organisational decision-making through accurate data management and reporting. 

IT Equipment (Hardware) for administration functions 
· Explore Computers and Laptops: Core tools for daily administrative tasks such as document creation, data analysis, and email and diary management. 
· Explore Printers and Scanners: Integration with digital systems for document handling and archiving. 
· Explore Servers and Storage Devices: Supporting data centralisation, backups, and shared access. 
· Explore Mobile Devices: Tablets and smartphones for on-the-go access to administrative systems. 
· Explore Smart devices: biometric access controls, and cloud-based collaborative tools. 

IT Applications (software) for administration functions: 
· Explore Microsoft 365 (Word, Excel, PowerPoint): Creating documents, spreadsheets, and presentations. 
· Explore Microsoft 365/Google Drive: Cloud-based tools for collaboration and sharing 

Communication Applications: 
· Explore Email Platforms: Outlook/Gmail for correspondence and scheduling. 
· Explore Instant Messaging and Collaboration Tools: Microsoft Teams,  
· Explore Video Conferencing Applications: Microsoft Teams, Zoom, Google Meet for virtual meetings. 
· Explore AI assistants, Canva, QR codes, etc 

Document Management Systems: 
· Explore Tools such as SharePoint, DocuSign, or Dropbox for version control and secure sharing 

Challenges/issues in IT  
· Identify initial procurement/installation costs, training requirements, and resistance to change. 
· Identify risks of cyberattacks, software malfunctions, and data breaches. 

MIMLO 3: Organise meetings and national business travel, utilising an appropriate diary management system to include the production of supporting documentation (meeting notice, agenda, itinerary.) 
Meetings and Business Travel  
· Explain meeting types e.g., formal, informal, team, client, board meetings and meeting objectives and outcomes e.g., decision-making, communication and information sharing.   

Business Meeting & Travel integration   
· Aligning meeting schedules with travel requirements to ensure efficiency and cost-effectiveness. 

Diary Management Systems for Scheduling Travel   
· Summarise the benefits of using a Diary Management Systems such as Outlook Calendar, Google Calendar, Microsoft Teams,  
· Describe key features of diary management systems including setting and updating meetings; managing recurring meetings and reminders and integrating with email and travel booking systems.   
· Explore best practices for effective diary management to ensure accuracy and clarity, avoid scheduling conflicts and sharing access with team members while maintaining confidentiality.   

Organising Meetings
· Identify participants and their roles, confirming meeting objectives, date, time, and location (virtual or physical).   
· Prepare supporting documentation including meeting notice or invitation, agenda (including key points for discussion, action items, and presenters);  
· Provide background materials, previous meeting minutes, or other relevant information as required; Book rooms, venues or virtual platforms (e.g., Microsoft Teams, Zoom); arranging necessary equipment (e.g., projectors, video conferencing tools) and organising refreshments, where applicable. 

National Business Travel   
· Plan and Book Travel Arrangements to include transportation (e.g. booking flights, trains, or car hire); Accommodation - choose appropriate hotels. 
· Create detailed itinerary schedules with travel times, meeting details, and contact information for locations, participants, and transport providers.  
Budget/Costs/Contingency 
· Balance efficiency with budget constraints  
· Prepare a contingency plan for delays or cancellations while ensuring compliance with business/organisational travel policies.   
Post-Meeting and Post-Travel Tasks 
· Prepare post-meeting documentation including minutes and expense claims and summarise outcomes of travel (e.g., client feedback, new opportunities).   

MIMLO 4: Utilise a range of administrative skills, relevant to the vocational area, with an emphasis on clear communication, efficiency and attention to detail in internal and external correspondence. 
Facilitate the learner to:  
· Identify the key administrative skills and core competencies required for professional business and organisational settings relevant to their vocational area in an administrative setting e.g., planning; organisation and prioritisation; time management; problem-solving and adaptability  
· Recognise how clear communication is a cornerstone of effective administration.   
· Identify communication outputs e.g. memos, emails, agendas, meeting minutes, travel itineraries, reports etc 
· Adapt best practices for effective communication by using a professional tone and clear language; structuring information logically; tailoring the message for the audience (e.g., colleagues, management), proof-reading and editing and aligning documents produced in line with organisational standards.  

MIMLO 5: Create a file management system appropriate to the vocational area, utilising relevant security awareness to enable authorised accessibility. 

Facilitate the learner to: 
· Define digital file management, identify its role in administration (supporting information retrieval, collaboration and decision-making) and the benefits of an organised digital file systems (efficiency, accessibility, collaboration).   
· Explore platforms for digital file management e.g., OneDrive, Google Drive, SharePoint, Dropbox.   
· Create and manage folders for categorisation and organisation to include managing permissions for collaboration, sharing links, structuring folders logically based on projects, departments, or tasks; creation of naming conventions for consistency and searchability and archiving and/or deleting outdated files to maintain system efficiency.  
· Explore accessibility including management of file permission settings (view, edit, comment) and differentiating access levels for different users  
Compliance and Legal Considerations  
· Research and explain the impact of current and relevant workplace legislation in the area of Data Protection (GDPR), what a data breach is, and how it should be handled
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 can be adapted to suit the context of the overall award.
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 





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. Skills Demonstration 	60%
2. Assignment 		40%

The rationale for the selection of the assessment techniques is 
• Skills Demonstration: A skills demonstration is used to assess a wide range of practical based learning outcomes including practical skills and knowledge, such as laboratory skills, interpersonal skills or oral language skills.
• Assignment: An assignment is an exercise carried out in response to a brief with specific guidelines as to what should be included. An assignment is usually of short duration and/or may be carried out over a specified period of time. Assignments may take the form of a practical activity eg a practical assignment or a research activity/evaluation following investigation of a particular topic e.g. a written assignment. 

Learners need to be provided with the opportunity to complete the assessments, and it is the assessor's responsibility to devise assessment instruments (e.g. project and assignment briefs, examination papers, 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. Explain the features of various organisation structures, including departmental functions, personnel roles, and the impact of workplace legislation.
	Assignment

	2. Explain how a range of IT equipment and applications are used to effectively meet an organisation’s administration functions and needs.
	Assignment

	3. Organise meetings and national business travel, utilising an appropriate diary management system to include the production of supporting documentation.
	Skills Demonstration

	4. Utilise a range of administrative skills, relevant to the vocational area, with an emphasis on clear communication, efficiency and attention to detail in internal and external correspondence (meeting notice, agenda, itinerary, minutes).
	Skills Demonstration

	5. Create a file management system appropriate to the vocational area, utilising relevant security awareness to enable authorised accessibility.
	Skills Demonstration



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 1:
Skills Demonstration (1 and 2): 60%

Guidelines for assessors:
Learners are required to complete two Skills Demonstrations (Integration of demonstrations is permitted).  
Skills Demonstration 1: 40%
The learner will be required to organise a professional meeting and associated travel arrangements for a specified number of attendees (decided by educator), considering all logistical, administrative, and participant requirements 
Instructions:
The learner must organise a meeting for a specified number of attendees, which includes making arrangements for:
1. Meeting logistics: room booking, equipment setup, and refreshments.
2. Participant coordination: invitations, agenda preparation
3. Travel and accommodation: researching travel and hotel options in the location, considering dietary and accessibility needs, and creating an itinerary.
4. Effective communication and planning tools: use of a diary system and RSVP tracking.
The learner will be required to provide the following documentation as evidence of their work:
Task A1: Meeting
Invitation, Meeting Notice (include evidence of diary system use & RSVP tracking), Agenda, Room Booking (considering layout & accessibility needs), Equipment Set-up Checklist, Refreshments considering dietary needs
Task A2: Travel & Accommodation
· Travel options (train, bus, parking) for attendees
· Three accommodation options for attendees
· Itinerary

Skills Demonstration 2: 20%
This task will assess the learner’s ability to design a file management system using Skills Demonstration Task A files (or an alternative set of files) utilising relevant security awareness to enable authorised accessibility.

The learner will be required to create a file management system to include:
· One parent folder
· Four sub-folders
· Each sub-folder should contain relevant documentation that is suitably named
· Full editing permission should be given to teacher/tutor Parent folder
· View only and cannot download permission should be set on all sub-folders
· Screenshots or Screen Recording for each task above 
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 the MIMLOs.  
Assessment briefs should be designed to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate. 

	Assessment Technique 2:
Assignment 40%

Guidelines for assessors:
The Assignment will require learners to complete a Report on a hypothetical organisation of their choice, relevant to their vocational area, which demonstrates their understanding of the functions of an organisation and the legislation which affects the operation of the business, with consideration of IT equipment and applications used in a business context. The Report can be presented in writing or in visual format.
Introduction - including a brief background to the organisation that the report is being based on.
Section 1 should include:
· An overview of the organisation structure to include an organisational chart. 
· An outline of the organisation departments
· A description of the organisation’s functions
· An outline of one personnel role for each department
· An explanation of the impact of current and relevant workplace legislation in the areas of Data Protection, Safety & Health, Employment Equality and Organisation of Working Time
Section 2 should include:
· A description of the IT equipment used in the business explaining what they are used for and the benefits they offer the organisation.
· A description of 4 software applications used in the business explaining what they are used for and the benefits they offer the organisation
Conclusion – a summary of the key points in the report

The assessor is required to devise assessment briefs and marking schemes for the Assignment.  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 the MIMLOs.  
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 awards


13. Learner Marking Sheet(s)
	Individual Learner Marking Sheet 
 Information and Administration 5N1389
	Learner Name: 


	Assessment Technique 1: 
Skills Demonstration 60%
	Maximum Mark 
	Learner Mark 

	Evidence of effective planning and execution 
	10
	 

	Evidence of meeting 
	22
	

	Effective use of Diary system
	8
	

	Effective use of IT applications
	20
	

	Total Marks Assessment 1 
	60
	 

	

	External Authenticator’s Signature: 

	 
	Date: 
	 




	Individual Learner Marking Sheet 
 Information and Administration 5N1389
	Learner Name: 


	Assessment Technique 2: 
Assignment 40%
	Maximum Mark 
	Learner Mark 

	Relevant information researched
	6
	 

	Overall Presentation
	4
	

	Organisation structure 
	20
	

	IT equipment and needs

	10
	

	Total Mark Assessment 2 
	40
	 

	

	External Authenticator’s Signature: 
 
	 
	Date: 
	 



	
	
	




Effective Date: 1st September 2025
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