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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 Level 6 QQI Certificate.  

The educator [footnoteRef:2]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.  [2:  NOTE: Educator in this context refers to a teacher, tutor, instructor, assessor.] 


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

	2. QQI Component Title and Code 

	3. Credit Value of module

	4. Duration in hours

	5. Status 

	6. Special Requirements 

	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) 
a. Assessment Criteria

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




Integrated Delivery and Assessment 
Where this module is delivered as part of a major or special purpose award the educator is encouraged to integrate the delivery of content where an overlap between MIMLOs of this module and one or more modules is identified. 
 
Likewise, the educator is encouraged to integrate assessment where there is an opportunity to facilitate a learner to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one module. 
1.       Title of Module
Work Experience 
2.       Component Name and Code 
Work Experience 6N1946
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
None
7.      Aim of the Module
This programme module aims to equip the learner with the relevant skills, knowledge and competence, along with a detailed theoretical understanding of the general supervisory aspects of a work placement in a specific vocational area.
8.       Objectives of the Module 
· Learners will participate in a placement and develop an understanding of and/or demonstrate the skills required for work at a level of higher craft, junior technician or supervisory role, through supervised work and observation 
· To facilitate the learner to analyse the world of work and employment, including the rights 
and responsibilities of both the employer and employee
· To enable the learner to plan and prepare for successful participation in a relevant work placement
· To facilitate the learner to reflect on preparation, undertaking and completion of their work experience
· To assist the learner to develop an understanding of up to date theoretical and /or technical knowledge underpinning practice in a particular area of work
· To enable the learner to take responsibility for his/her own learning and to demonstrate supervisory skills in the future/or consolidate existing supervisory skills 
· To reflect on challenges and opportunities in the chosen vocational area to include the options of future education, training and employment. 
· To enable the learner to evaluate their work placement experience based on feedback from their supervisor and its impact on personal career choice
9. 	Minimum Intended Module Learning Outcomes (MIMLOs)
On completion of this module learners will be able to: 
	Minimum Intended Module Learning Outcomes (MIMLOs) of Level 6 Work Experience
	Mapped to QQI component specification for the minor award

	1. Analyse the impact of emerging trends within a chosen vocational sector, exploring the challenges and opportunities they present for career development
	LO 1 

	2. Apply the relevant legal, ethical, and regulatory frameworks related to workplace rights, responsibilities, and conditions within the chosen vocational area
	LO 3

	3. Devise a future-focused career plan that demonstrates effective communication skills through the development of a portfolio of work-related documents and job-seeking materials 
	LO 5 & LO 6 

	4. Demonstrate advanced workplace skills informed by current theoretical and/or technical knowledge in a chosen vocational sector  
	LO 2 & LO 7

	5. Evaluate work placement including workplace roles, the required skills, potential skills gaps and their relevance to future career goals
	LO 4 



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: Vocational Sector Analysis 
· Conduct research on current and emerging trends within the chosen vocational sector (may include; public, private or voluntary area of work) 
· Critically analyse the impact of these trends (e.g., economic (pestle analysis), technological, societal, and global factors) on the sector and its workforce
· Evaluate challenges and opportunities in employment 
· Assess the implications of sectoral trends on career development, focusing on new roles, required skills, and areas for upskilling
· Explore real-world case studies of how organisations and professionals adapt to emerging trends, including the use of AI, digitalisation, and sustainable practices


	Unit 2: Workplace Rights and Responsibilities 
· Examine relevant legal, technical, ethical, and regulatory frameworks specific to the chosen vocational area (may include; health, safety and welfare at work, equality legislation, union representation, and regulations relating to pay and confidentiality) 
· Critically evaluate employee and employer rights and obligations within contemporary workplace contexts (e.g., remote work, flexible hours, digital platforms, GDPR)
· Analyse the impact of workplace policies such as equality and diversity, data protection, and environmental sustainability
· Discuss case studies of ethical dilemmas and their resolutions in the workplace
· Evaluate organisational health and safety policies, adhering to industry specific regulations and standards


	Unit 3: Career Planning 
· Create a portfolio of relevant documentation tailored to the chosen vocational area (may include; professional CV, cover letter/application email, online application form, phone call script, mock phone call, personal statement, relevant qualification certificates and where applicable, samples of work or a visual portfolio) 
· Develop a professional online profile (e.g. LinkedIn) to enhance employability and networking opportunities 
· Develop a future-focused personalised career plan with short and long-term SMART goals 
· Research advanced career pathways and develop a detailed professional development plan, incorporating leadership aspirations, sector-specific accreditation, and transferable skills


	Unit 4: Advanced Workplace Skills 
· Develop advanced workplace skills, (may include leadership, decision-making, problem-solving, and managing conflict, with techniques like delegation, motivation, and managing diverse personalities)
· Develop self-regulation skills including, managing stress, emotions, and maintaining professionalism 
· Evaluate workplace expectations (may include; professional conduct, workplace etiquette, timekeeping, personal presentation, adherence to health and safety and other relevant regulations, working independently under general direction, meeting deadlines, and communication) 
· Apply advanced professional and technical skills in a real-world work environment


	Unit 5: Workplace Reflection and Career Evaluation 

· Analyse workplace roles and required skills, reflecting on how these align with personal career goals
· Apply structured reflection methods (e.g. Gibbs, Kolb, Driscoll, Johns’) to evaluate placement experiences and identify areas for growth (may include; challenges and opportunities in a chosen public, private, or voluntary sector globally, and nationally, impact of challenges and opportunities on person career choice and direction) 
· Evaluate feedback from workplace supervisors and peers to identify strengths, areas for improvement, and future development needs
· Revise career goals and development plans based on insights gained from workplace experience and feedback
· Prepare for an interview by reviewing various interview styles (e.g. competency based) to understand their purpose and structure
· Practice articulating skills, achievements, and workplace reflections using structured techniques like the STAR method
· Participate in mock interviews to develop confidence, professionalism, and clarity in presenting experiences and career aspirations. Integrate reflections on workplace experiences to highlight learning, problem-solving, and personal and professional growth






10b. Suggested Methodologies for Delivery 
Teaching and learning for this module will be a mix of: 
· in-class/face-to-face learning 
· work-based learning
· self-directed learning 

It is intended that the teaching and learning methodologies will emphasise the development of workplace skills such as teamwork, communication, collaboration, problem solving, leadership and adaptability, preparing learners for real-world work environments. 

The following is a list of suggested activities, and it is intended as a guide, not a definitive or exhaustive list:

· Interactive workshops on CV writing, cover letters, interview practice, workplace expectations, workplace rights
· Guided research into research placements, sector and career opportunities
· Guest speakers/panels sharing industry insights and career advice
· Role-play/simulations for mock interviews, phone calls, and workplace scenarios
· Peer-to-peer learning through CV/cover letter feedback, group problem-solving
· Online platforms for resource sharing, quizzes, e-Portfolio development
· Problem-based learning to identify and solve workplace challenges
· Reflective journaling to document experience and learning
· Networking events to build professional connections
· Workplace supervisor engagement for real-time feedback and progress tracking
· Regular mentorship and support through check-ins and tutorials
· Collaborative group activities that foster teamwork and communication skills
10c. Suggested Resources 
Suggested books 
· Further Education Support Service and Education and Training Boards Ireland (2019) Referencing handbook for the FET sector. Available from
https://www.fess.ie/images/stories/ResourcesForTutors/Referencing_Handbook_files/Referencing_Handbook_February_2019.pdf  [accessed 10 June 2024]

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

Suggested web resources 
	Organisation / Author 
	Resource
	Web location  

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

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

	ETBI Library 
	Support material for Level 6 Work Experience module 
	See Appendix A for a range of support material for this module







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: 		70% 
2. Skills Demonstration: 		30%

The rationale for the selection of the assessment techniques is as follows:
Collection of Work
This assessment technique is designed to establish the learner’s knowledge, skills and competence in researching, analysing, preparing for, and reflecting on, a work placement in their chosen vocational sector. The collection of work has been given a weighting of 70%. This ensures a balanced approach between preparatory activities and practical application and reflection. This assessment allows learners to engage in meaningful preparatory activities that reflect real-world career planning, workplace expectations, and the application of industry-relevant knowledge. Reflection and interview have been included in this assessment technique to help learners critically evaluate their workplace experiences and prepare for real-world scenarios. The reflective component allows learners to assess their skills, challenges, and growth, while the interview simulates professional discussions, they may encounter in job applications and career progression.
By incorporating a variety of tasks, the Collection of Work allows learners to showcase their skills and competencies in multiple formats, ensuring accessibility and alignment with Universal Design for Learning (UDL principles). 

Skills Demonstration 
This assessment technique is designed to establish the learner’s ability to apply practical workplace skills in a real-world setting. The skills demonstration has been given a weighting of 30%.  Learners are required to complete a minimum of 60 hours of work placement. 

Learners need to be provided with the opportunity to complete the assessments, and it is the assessor's responsibility to devise assessment briefs, and marking schemes, consistent with the assessment 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. Research the impact of emerging trends within a chosen vocational sector, exploring the challenges and opportunities they present for career development
	Collection of Work 

	2. Apply the relevant legal, ethical, and regulatory frameworks related to workplace rights, responsibilities, and conditions within the chosen vocational area
	Collection of Work 

	3. Devise a future-focused career plan that demonstrates effective communication through the development of a portfolio of work-related documents and job-seeking materials
	Collection of Work 

	4. Demonstrate advanced workplace skills informed by current theoretical and/or technical knowledge in a chosen vocational sector  
	Skills Demonstration 

	5. Evaluate work placement including workplace roles, the required skills, potential skills gaps and their relevance to future career goals
	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:
Collection of Work: 70%

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 allow learners to present assessment evidence using a wide range of media, catering to different learning preferences and accessibility needs. Learners should have the flexibility to choose from various formats, including written reports, presentations, infographics, visual portfolios, videos, podcasts, or interactive digital media, as appropriate.

The following topics must be included in the assessment for the Collection of Work: 
1. Vocational Study:
· Identify and explain trends in specific vocational areas, using reputable sources 
· Critically evaluate the significance of these trends for future career prospects and industry growth, providing examples or case studies where possible
· Analyse challenges and opportunities, discussing their impact on skill requirements, employability, and career development 
2. Employment Legislation:
· Apply relevant legal, ethical, and regulatory frameworks relevant to workplace rights, responsibilities, and conditions to a series of real-world or hypothetical scenarios
3. Career Planning: 
· Research into career progression in a chosen vocational area to include role responsibilities and skillset required at different organisational levels 
· Reflect on current state of skill development 
· Create a career development plan with clear future goals 
· Demonstrate practical workplace skills aligned with goals through a series of class-based activities 
· Portfolio of work-related documents which may include a CV, cover letter and/or email for application, online professional portfolio (e.g. LinkedIn) and other relevant documents related to the vocational area e.g. online application form, personal statement, professional certificates
4. Diary and Reflection:
· Maintain a structured diary to document learning and progress throughout the work experience period
· Reflect critically on the overall placement experience, including challenges, achievements, and personal development
5. Reflective Interview: 
· Participate in a reflective interview focused on workplace experiences, skills development, challenges faced, and future career goals


	Assessment Technique 2:
Skills Demonstration: 30%

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 the MIMLOs.  

Learners are required to complete a work placement of a minimum of 60 hours (or more as required in some programmes). Assessors should evaluate the learner’s vocational competencies and core workplace competencies. Assessment will be based on the supervisor’s report (see Appendix D), direct observation where applicable, and any relevant supporting documentation. Assessors should where possible/practical visit the placement or contact the workplace supervisor by phone/email to monitor progress, verify attendance and ensure alignment with learning outcomes. Feedback should highlight strengths and areas for further development, ensuring fairness and consistency across placements.  


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. Assessment Criteria - Learner Marking Sheet(s)

	Individual Learner Marking Sheet 
Work Experience 5N1356 
	Learner Name: 


	Assessment Technique:
Collection of Work 70%
	Maximum Mark 
	Learner Mark 

	Vocational Study 

	· Researched and critically analysed emerging trends within the sector, evaluating their significance for future career prospects and industry growth 
· Evaluated the challenges and opportunities these trends present for career development, including their impact on skill requirements and employability
· Applied the relevant legal, ethical, and regulatory frameworks related to workplace rights, responsibilities, and conditions within the chosen vocational area
	20
	

	Career Planning 

	· Analysed career progression, role responsibilities, and the specific skills required at different organisational levels, with a clear reflection on current skill development
· Produced a career development plan outlining future goals
· Applied practical workplace skills to achieve identified goals
· Compiled a portfolio of work-related documents to include a CV, cover letter, online professional profile, and documents related to the vocational area (e.g. online cover letter, application form)
	25
	

	Diary, Reflection and Interview

	· Provided substantial evidence of tasks completed during the placement 
· Presented thoughtful and critical reflection on the work experience, analysing key tasks, challenges, and the skills developed, and identifying areas for further growth
· Participated in an interview, effectively reflecting on skills, challenges, and growth during the work experience, and linking insights to career goals
	25
	

	Total Mark
	70
	

	External Authenticator’s Signature: 
 
	 
	Date: 
	 



	Individual Learner Marking Sheet 
Work Experience 5N1356 
	Learner Name: 


	Assessment Technique:
Skills Demonstration 30%
	Maximum Mark 
	Learner Mark 

	Supervisors Report 
· Vocational competencies 
· Core workplace competencies
	30
	

	Total Mark
	30
	

	External Authenticator’s Signature: 
 
	 
	Date: 
	 




APPENDICES

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

	MIMLOs 
	Module Content  
Topics/ units of learning 
	Suggested resources 

	 1
	 Vocational Sectors
	· Teacher Resources: Public Jobs guide to public sector careers 
· SectorInvestigation: Careers Portal career sector investigation lesson plan 
· Free Lesson Plan: Learning About Career Sectors: Youth Employment UK lesson plan for investigating career sectors 
· Career Guides For Young Adults - Youth Employment UK: Youth Employment UK career guide and job descriptions 
· Job Sectors & Preparing For Work - Activity | Barclays LifeSkills: Barclays Life Skills exploring job sectors and preparing for work 

	 2
	 Employment Legislation 

	· Employment laws in Ireland: Citizens Information website: Citizens Advice guide to employment laws in Ireland
· The Employment Equality Acts 1998-2015 – A Summary - IHREC - Irish Human Rights and Equality Commission or any subsequent updated version. Irish Equality Legislation including a step-by-step guide to claiming rights 
· Trade unions: Citizens Advice guide to trade unions 
· Home - Health and Safety Authority: Health and Safey Authority 
· Home | Home: HSA Learning: online health and safety course for learners 

	 3
	 Career Planning 
 
	· CareersPortal.ie | Career Interests: Careers Portal Interest Profiler
· Career Skills - Career Skills | CareersPortal.ie: Career Skills
· WorkXperience - Search for Work Placements | Sector Work Placement Search | CareersPortal.ie: Careers Portal search for work placements
· Supporting Unemployed People | Home Page: Irish National Organisation of the Unemployed 
· Leadership & Management Learning Solutions For Leaders & Managers - Mindtools: Mindtools website: contains useful templates for career planning e.g. goal setting 


	 3
	 Document Preparation 
	Cover Letter Writing  
· How to write a cover letter: Detailed advice from Jobs.ie
· Free cover letter samples: A variety of cover letter samples covering a number of different situations
· Cover letter samples and templates: Cover letter ideas for different job titles
CV Writing 
· CV templates from Irishjobs.ie: 3 different CV templates depending on where you are in your career and a list of keywords and phrases to use based on jobs advertised on the site
· tips for writing a great CV when you have no work experience: No work experience? No problem!  Some ideas to write a good CV without work experience
· CV tips from Jobs.ie: Lots of suggestions to improve your CV writing skills, including job specific CVs
· (21) 10 LinkedIn Tips for Students & New Grads | LinkedIn: Guide to creating a LinkedIn profile for students and new graduates

	4
	Work Placement 
	· https://fess.ie/images/stories/ResourcesForTutors/Resource_Lists_Level_5/Skills4Work.pdf: Compilation of draft booklets developed by CDETB 

	 5



	 Reflective Writing 
	· Reflective Practice Models: UCD guide to reflective practice models 
· ReflectiveWriting.pdf: UCC guide to reflective writing 
· Reflecting for employability | Reflection Toolkit: Reflecting for employability 
· Reflectors' Toolkit | Reflection Toolkit: University of Edinburgh reflectors toolkit 
· Facilitators' Toolkit | Reflection Toolkit: University of Edinburgh facilitators’ toolkit to support reflective writing 

	5 
	 Interview Preparation 
	· HowtoPrepareforaJobInterviewGuide.pdf: UCC careers guide to preparing for an interview 
· Types Of Interview - Guide To Interview Types l Barclays LifeSkills: Barclays Life Skills – Interview Types 
· Virtual Interview Practice tool | Barclays LifeSkills: Barclays Life Skills – Interview Practice Tool





Appendix B: Sample Assessments
	Collection of Work: Part 1

	20%


	Note to educator: This sample assessment brief is designed to assess the learner's understanding of their vocational area and relevant legislation. Adjustments can be made based on specific course requirements and preferences. Opportunity for cross-modular integration should be built in where possible. 

Assessment title: Vocational Study 

Overview: In this assessment, you will have the opportunity to research and evaluate emerging trends in your vocational sector. You will analyse their significance for industry growth, assess challenges and opportunities for career development, and explore their impact on skills requirements and employability. You will also you will have the opportunity to engage with case studies related to workplace rights, responsibilities, and conditions in your chosen vocational area. 


MIMLOs covered by this assessment:
MIMLO 1 Research the impact of emerging trends within a chosen vocational sector, exploring the challenges and opportunities they present for career development 
MIMLO 2 Apply the relevant legal, ethical, and regulatory frameworks related to workplace rights, responsibilities, and conditions within the chosen vocational area

Assessment Details:

	This is a sample assessment brief. In certain situations, it may be preferable to complete this assignment as an individual. In this case, please note the rubric would need adjustment. 



This assessment is based on the submission of: 

1. Group Presentation 
In groups of [insert group size] research and deliver a presentation on emerging trends in your vocational sector. The presentation will be assessed on both group and individual performance. 

Requirements:
· Carry out research into your vocational sector and identify at least two emerging trends. Use credible sources such as industry reports, academic articles, interviews with workplace supervisors to support your findings. 
· Evaluate the significance of these trends for future industry growth and career opportunities.
· Assess the challenges and opportunities these trends present for career development, focusing and skill requirements and employability. 
· Submit evidence of planning and preparation (e.g., meeting minutes, photographs, audio/video recordings) in a format of your choice, clearly indicating each group member's contributions."
Output:
· A 10-minute presentation delivered to your class 
· Each group member must contribute equally to the research and presentation.

2. Case Studies 
· Work in groups of [insert number] to address case studies provided to you
· Identify relevant legal, ethical, and regulatory frameworks for each case 
· Develop a response for each case study, outlining actions that align with the identified frameworks 
· Propose solutions and evaluate their impact


Assessment Criteria:
· 12%: Researched and critically analysed emerging trends within the sector, evaluating their significance for future career prospects and industry growth. Evaluated the challenges and opportunities these trends present for career development, including their impact on skill requirements and employability
· 8%: Applied the relevant legal, ethical, and regulatory frameworks related to workplace rights, responsibilities, and conditions within the chosen vocational area[footnoteRef:3] [3:  Must achieve 50% of each of the above marks in order to pass. ] 


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

Assessment Grading: 
Please see the rubric below for a detailed breakdown of marks. 

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

Further notes for learners: 
Note: Laois and Offaly ETB promotes 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. 




	Collection of Work: Part 2

	25%

	Note to educator: This sample assessment brief is designed to assess the learner's planning and preparation for work placement. Adjustments can be made based on specific course requirements and preferences. Opportunity for cross-modular integration should be built in where possible. 

Assessment title: Career Planning 

Overview: in this assessment, you will have the opportunity to analyse career progression in your vocational area developing a personal career development plan and demonstrating relevant practical workplace skills. You will create a portfolio of professional documents and an online profile to showcase your skills and achievements, preparing you for future career opportunities.

MIMLOs covered by this assessment:
MIMLO 3 Devise a future-focused career plan that demonstrates effective communication through the development of a portfolio of work-related documents and job-seeking materials

Assessment Details: 
This assessment involves the submission of a portfolio of work, which will include the following components. Where possible, evidence may be provided in a format of your choice (refer to the assessment submission details below):

1. Analyse Career Progression
· Research career pathways in your vocational area, identifying opportunities for growth
· Identify key responsibilities and skills needed at different levels within an organisation in the vocational area 
· Assess your own skills, recognising strengths and areas for improvement to help plan your career in this sector 

2. Create a Career Development Plan
· Set clear, realistic career goals based on your research
· Develop a plan with short-term and long-term SMART goals, including key actions and timelines to help you progress
· Demonstrate workplace skills through identified tasks or activities related to your goals (e.g., communication, time management, teamwork) [note for assessor; this could include a reflection on the group assignment above, process of securing placement (phone calls etc), practical skills required, or any other activities deemed important for your learner cohort]
· Reflect on how these activities enhanced your skills, identifying strengths and areas for growth, and outline steps for continued development

3. Compile a Portfolio of Work-Related Documents
· Create a professional CV that highlights your qualifications, skills, and relevant experiences
· Write a tailored cover letter and/or email of application that demonstrates your interest in a specific role or field within your vocational area
· Include any additional documents requested by your teacher e.g. online application form, professional online profile, qualification certification (e.g. healthcare settings)

Assessment Criteria:
· 13%: Analysed career progression, role responsibilities, and the specific skills required at different organisational levels, with a clear reflection on current skill development. Produced a career development plan outlining future goals. Applied practical workplace skills to achieve identified goals
· 12%: Compiled a portfolio of work-related documents to include a CV, cover letter and documents related to the vocational area (e.g. online cover letter, professional online profile application form). 

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

Assessment Grading: 
Please see the rubric below for a detailed breakdown of marks. 

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

Further notes for learners: 
Note: Laois and Offaly ETB promotes 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. 




	Collection of Work: Part 3  

	25%

	Note to educator: This sample assessment brief is designed to assess the learner's reflection on their personal experience in the workplace. Adjustments can be made based on specific course requirements and preferences. Opportunity for cross-modular integration should be built in where possible. 

Assessment title: Diary, Reflection and Interview 

Overview: In this assessment, you will have the opportunity to reflect on your work placement experience. The assessment will help you analyse the skills you’ve developed and consider your career goals.

MIMLOs covered by this assessment:
MIMLO 5 Evaluate work placement including workplace roles, the required skills, potential skills gaps and their relevance to future career goals

Assessment Details: 
This assessment involves the submission of a portfolio of work, which will include the following components. Where possible, evidence may be provided in a format of your choice e.g. text, audio, video recordings (refer to the assessment submission details below):

1. Diary 
Keep a structured daily/weekly record of your placement using the template provided. This should include: 
· A summary of tasks completed each day 
· Key skills used or developed
· Challenges faced and how they were managed 
· Reflection of workplace interactions (e.g. teamwork, customer interactions, supervisor feedback) 
· Relevant evidence to support your diary entries e.g. relevant documents, such as task samples, photographs, multimedia or audio files.


2. Reflective Learning Journal 
Reflect on at least two significant learning experiences during your placement using Kolb’s or other Learning Cycle (template provided):
· Concrete experience: describe the situation or task in detail 
· Reflective observation: analyse what went well and what could have been improved 
· Abstract conceptualisation: identify what you learned from the experience. Relate this to your career or academic learning 
· Active experimentation: explain how you will apply this learning in the future 

3. Interview: 
As part of your assessment, you will participate in a short interview (10 mins) [note to educator: this could be a face-to-face, online, or pre-recorded interview with a classmate] where you will reflect on your work experience and discuss how it has shaped your future career aspirations. 

How to prepare: 
· Review your placement experience: think about key tasks, challenges, and successes
· Consider your career plan: has your work experience changed your goals in any way?
· Reflect on your learning: what skills have you gained, and how will you apply them in the future?
· Be ready to discuss a range of topics: while certain areas may be covered (such as career aspirations, challenges, and skill development), additional questions may arise based on your responses
· Demonstrate self-awareness: connect your experiences to your career goals and future aspirations.
· Communicate clearly and engage thoughtfully: you will be assessed on your ability to express your reflections, participate in discussion, and explain how your work experience informs your career development.

Assessment Criteria - Your presentation will be evaluated based on the following criteria:

· 15%: Provided substantial evidence of tasks completed during the placement. Presented thoughtful and critical reflection on the work experience, analysing key tasks, challenges, and the skills developed, and identifying areas for further growth
· 10%: Participated in an interview, effectively reflecting on skills, challenges, and growth during the work experience, and linking insights to career goals

Assessment Submission: 

This assessment will form part of a Skills Demonstration, and your evidence can be submitted in a format of your choice e.g. written report, multimedia presentation, audio/video recording, a digital story, infographic, slide deck or any other format you would like. Your diary should include any relevant documents, such as task samples, photographs, multimedia or audio files. Submit your work by [insert date] using [insert submission method].

Assessment Grading: 

Please see the rubric below for a detailed breakdown of marks. 

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

Further notes for learners: 

Keep your diary entries clear and concise. This serves as evidence of your work experience and will support your reflective learning journal. If you chose to use a reflection model other than Kolb’s, make sure to clearly state the model you are using and explain how you applied it to your experiences. If submitting video/audio evidence, ensure clarity of speech and structure. 

Note: Laois and Offaly ETB promotes 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. 



	Skills Demonstration

	30%

	Note to educator: This sample assessment brief is designed to assess the learner's work placement. Adjustments can be made based on specific course requirements and preferences. Opportunity for cross-modular integration should be built in where possible. 

Assessment title: Work Placement 

Overview: In this assessment, you will have the opportunity to engage with a work placement of a minimum of 60 hours in your vocational area. This placement provides you with an opportunity to apply workplace skills, learn about your industry, and gain real-world experience. Your performance will be assessed through a Supervisor’s Report, which will be filled out by your workplace supervisor based on your work and skills.  

MIMLOs covered by this assessment:
MIMLO 4 Demonstrate advanced workplace skills informed by current theoretical and/or technical knowledge in a chosen vocational sector  

Assessment Details: 
This assessment is based on the submission of: 

1. Supervisor’s Report: your workplace supervisor will complete this form to assess your work placement.
2. Timesheet: your workplace supervisor will complete this form as a record of the hours and dates that you were present for on placement. 

Assessment Criteria:
Your supervisor will rate you in the following areas: 
· Vocational Competency
· Core Workplace Competency 



Assessment Submission: 
Submit all required documents by [insert] using [insert submission method]. 

Assessment Grading: 

Please see the rubric below for a detailed breakdown of marks. 

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

Further notes for learners: 
Your tutor may contact your workplace supervisor to check your progress and confirm your attendance

Note: Laois and Offaly ETB promotes 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. 
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Effective Date: 1st September 2025

Appendix C: Assessment Rubric – Collection of Work – 50%
	 
	Level of Achievement – Performance Descriptors 

	
	Unsuccessful 
< 50% 
Failed to meet the threshold level of achievement 
	Pass 
50% - 64% 
Reached the minimum level of achievement 
	Merit 
65% - 79%  
Reached a high level of achievement 
	Distinction 
³ 80% 
Reached a very high to outstanding level of achievement 

	Criteria 
	Vocational Sector Analysis  

	
	Researched and critically analysed emerging trends within the sector, evaluating their significance for future career prospects and industry growth 
4 Marks 

	Shows little or no evidence of research or analysis of emerging trends, with no evaluation of their significance for career prospects or industry growth.
	Demonstrates basic research and limited analysis of emerging trends, with a general evaluation of their relevance to future career prospects and industry growth.
	Provides clear and well-researched analysis of emerging trends, with thoughtful evaluation of their significance for future career prospects and industry growth.
	Delivers a comprehensive and critical analysis of emerging trends, thoroughly evaluating their importance for career prospects and their potential impact on industry growth.

	
	Evaluated the challenges and opportunities these trends present for career development, including their impact on skill requirements and employability
4 Marks 
	Provides little or no evaluation of challenges and opportunities, with minimal discussion of their impact on skills or employability.
	Demonstrates a basic evaluation of challenges and opportunities, with some recognition of their impact on skill requirements and employability.
	Provides a clear and detailed evaluation of challenges and opportunities, thoughtfully analysing their impact on skill requirements and employability.
	Delivers a comprehensive and insightful evaluation of challenges and opportunities, critically analysing their implications for skill requirements and employability in a career context.

	
	Applied the relevant legal, ethical, and regulatory frameworks related to workplace rights, responsibilities, and conditions within the chosen vocational area
8 Marks
	Demonstrates little or no understanding of legal, ethical, or regulatory frameworks, with minimal application to the vocational area.
	Shows a basic understanding of legal, ethical, and regulatory frameworks, with limited application to workplace rights, responsibilities, and conditions.
	Demonstrates a clear understanding of relevant frameworks, with accurate and thoughtful application to workplace rights, responsibilities, and conditions in the vocational area.
	Provides a comprehensive and insightful application of legal, ethical, and regulatory frameworks, showing advanced understanding and precise relevance to workplace rights, responsibilities, and conditions within the vocational area.

	
	
	Limited collaboration, with minimal engagement or effort to communicate and coordinate. Ideas related to the case studies were unclear or disjointed, with little evidence of problem-solving or teamwork.
	Basic collaboration, with some communication and coordination, but inconsistencies affected the clarity and development of ideas. Discussions on the case studies lacked depth or were not well-structured.
	Effective collaboration, with clear and consistent communication, good coordination, and active problem-solving. Ideas related to the case studies were expressed coherently, and the group worked well to develop and refine their responses.
	Well-coordinated collaboration, with effective communication and problem-solving. Ideas related to the case studies were clearly articulated and supported with relevant discussion, demonstrating a well-organized approach to the task.

	
	Group Work Reflection
4 Marks  


	The reflection provides little or no detail on individual contribution or group performance.
	The reflection gives a basic description of individual contribution and briefly comments on how the group worked together.
		The reflection clearly describes individual contribution and provides a considered evaluation of group performance.
	The reflection offers a detailed account of individual contribution and a thoughtful, well-structured evaluation of group performance.

	
	Career Planning and Preparation for Placement  

	
	Analysed career progression, role responsibilities, and the specific skills required at different organisational levels, with a clear reflection on current skill development
5 Marks

	Provides little or no analysis of career progression, role responsibilities, or the exploration of skill sets, with minimal or no reflection on current skill development.
	Demonstrates a basic analysis of career progression and responsibilities, with limited exploration of key skill sets and a general reflection on current skill development.
	Provides a clear and detailed analysis of career progression, role responsibilities, and the exploration of relevant skill sets, with thoughtful reflection on current skill development.
	Delivers a comprehensive and insightful analysis of career progression, role responsibilities, and the exploration of key skill sets, critically reflecting on current skills and identifying areas for growth.

	
	Produced a career development plan outlining future goals
4 Marks

	Minimal or unclear career plan with few or no actionable goals. Lacks structure or specificity.
	Basic career plan with some goals. Steps for achievement are general and lack full clarity or specificity.
	Clear and realistic career plan with SMART goals. Action steps are mostly clear but may lack full detail or depth.
	Well-structured, specific, and realistic career plan with SMART goals and clear steps for achieving them. Demonstrates a deep understanding of career progression.

	
	Applied practical workplace skills to achieve identified goals
4 Marks
	Little to no participation in activities. Minimal effort shown in reflection or skill application.
	Little to no participation in activities. Minimal effort shown in reflection or skill application.
	Engaged in activities with good effort and reasonable skill application. Reflection identifies strengths and areas for growth with minor gaps.
	Fully engaged in activities, demonstrating excellent effort in applying workplace skills. Insightful reflection highlights strengths, areas for growth, and clear steps for continued development.

	
	Compiled a portfolio of work-related documents to include a CV, cover letter, and documents related to the vocational area (e.g. online cover letter, professional online profile, application form)  
12 Marks
	CV is incomplete, unprofessional, or poorly organized. Contains significant errors or irrelevant information. 
	CV is basic but includes essential details. Some sections may be unclear, irrelevant, or have noticeable errors. 
	CV is professional and well-organized. Mostly tailored to the chosen career, with minor errors or slight irrelevance in some areas. 
	CV is professional, well-structured, and fully tailored to the chosen career path. Information is clear, relevant, and error-free. 

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

	
	
	Additional documents are incomplete, unprofessional, or irrelevant. 
	Additional documents are basic but meet the requirements. May contain noticeable errors or be lacking in relevance to the vocational area. 
	Additional documents are relevant and mostly professional but may have minor errors or lack some detail. 
	Additional documents (e.g., online cover letter, application form) are complete, professional, and relevant to the vocational area. Well-formatted and free from errors. 

	
	Reflection and Interview 

	
	Provided substantial evidence of tasks completed during the placement  
8 Marks 
 
	Incomplete, disorganised, lacks evidence of tasks completed, with minimal detail about activities or learning experiences.
	Basic documentation of tasks completed, with some details about activities and experiences but lacking consistency or depth.
	Well-organised diary with clear evidence of tasks, progress, and challenges. Provides some critical insight into learning experiences.
	Comprehensive, detailed, and well-articulated account of tasks and responsibilities. Demonstrates insight, professionalism, and a strong connection between activities and placement goals. Information is clear, structured, and reflects a high level of engagement.

	
	Presented thoughtful and critical reflection on the work experience, analysing key tasks, challenges, and the skills developed, and identifying areas for further growth 
7 Marks 
	Little evidence of engagement with the cycle, with key stages missing or unclear. No meaningful analysis of experiences, learning moments, or areas for development.
	Some stages of the cycle are addressed, but the reflection is superficial and lacks depth. Limited analysis of experiences, challenges, or opportunities for growth.
	Covers key experiences and challenges, demonstrating an understanding of learning through reflection and experimentation. All or most stages are addressed, though some may lack depth.
	Clearly applies all four stages of the cycle to analyse key learning moments, challenges, and personal growth. Thoughtful discussion of areas for improvement, demonstrating critical thinking and self-awareness.

	
	Participated in an interview, effectively reflecting on skills, challenges, and growth during the work experience, and linking insights to career goals
10 Marks 
	Minimal preparation, unclear responses, lacks reflection, and struggles to connect experience to career goals.
	Some preparation, basic responses, limited reflection on tasks and skills, with general links to career goals.
	Well-structured responses with critical reflection on tasks and challenges, effectively connecting experience to career goals with examples.
	Confident, detailed, and insightful responses. Advanced critical reflection on tasks and skills with meaningful connections between experience and career aspirations.

	
	
	Minimal or superficial reflection lacking insight, clarity, or relevance. Little to no connection to personal growth or the interview experience.
	Basic reflection with limited insight and structure. Shows some understanding of strengths and areas for improvement.
	Thoughtful and well-structured reflection with relevant connections to the interview and actionable improvement ideas.
	Deep, well-structured reflection demonstrating strong self-awareness, critical thinking, and clear links to personal or professional development.
	
	




Appendix C: Assessment Rubric Template – Skills Demonstration – 30%

	 
	Level of Achievement – Performance Descriptors 

	
	Unsuccessful 
< 50% 
Failed to meet the threshold level of achievement 
	Pass 
50% - 64% 
Reached the minimum level of achievement 
	Merit 
65% - 79%  
Reached a high level of achievement 
	Distinction 
³ 80% 
Reached a very high to outstanding level of achievement 

	Criteria 
	Supervisors Report   

	
	Core Workplace Competencies   
20 Marks
	Supervisor rating under 25/50
Frequent support needed; inconsistent workplace behaviours
	Supervisor rating 25–32/50
Basic competence; developing independence
	Supervisor rating 33–39/50
Competent, reliable, generally independent
	Supervisor rating 40–50/50
Highly professional, consistent, self-motivated

	
	Vocational Competency 
10 Marks
	Supervisor rating under 8/15
Tasks not completed or poorly executed
	Supervisor rating 8–10/15
Basic completion; some guidance needed
	Supervisor rating 11–12/15
Good quality work with some initiative
	Supervisor rating 13–15/15
Excellent performance, strong independence and application of skills

	
	
	
	
	
	


	
	
	



	
	
	




	
	
	



Appendix D: Supervisor’s Report and Timesheet 
Work Experience Timesheet 

Learners are responsible for ensuring that this form is completed for the duration of their placement as evidence of attendance and completion of the placement. Completed timesheets should be returned as part of the work experience diary. 

Work Placement Details
	Organisation/Company Name:
	

	Contact Name: 
	

	Contact No:  
	

	Address: 
	






	Hours
	Date
	Time Arrived
	Time Departed
	Supervisors Signature

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	Total Hours Completed 



	Learner Signature:
	

	Date:
	



At the end of the placement, learners should request that their supervisor complete the report on the following page. This report may be completed in collaboration with the learner, in which case, it provides the supervisor with an opportunity to give the learner formal feedback. 
	
	
	



	
	
	




	
	
	



Work Experience Supervisor’s Report
	Learner Name:
	
	Placement Organisation:
	
	Placement Start Date:
	

	Course/Programme:
	
	Supervisor Name:
	
	Placement End Date:
	

	Centre:
	
	Supervisor Contact:
	
	Total Hours Completed:
	



	Core Workplace Competencies
Evaluate the learner’s general workplace skills based on their performance throughout the placement. Select the rating that best describes their abilities. Provide additional comments if necessary.
	
	Vocational Tasks and Activities
The learner, in conjunction with their tutor/teacher and/or workplace supervisor, is responsible for setting the main vocational tasks to be undertaken during placement. These tasks should be agreed upon before the placement begins. The supervisor will assess the learner’s performance in each area.

	Rating Scale: 1=Poor, 2=Fair, 3=Satisfactory, 4=Very Good, 5=Excellent
	
	

	Vocational Task
	Rating(1-5)
	Comments
	
	Rating Scale: 1=Poor, 2=Fair, 3=Satisfactory, 4=Very Good, 5=Excellent

	Attendance and punctuality
	
	
	
	
	Vocational Task
	Rating (1-5)
	Comments

	Time management and organisation 
	
	
	
	
1

	
	
	

	Communication and interpersonal skills
	
	
	
	
	
	
	

	Teamwork and collaboration 
	
	
	
	
	
	
	

	Problem solving 
	
	
	
	2
	
	
	

	Initiative
	
	
	
	
	
	
	

	Adaptability and willingness to learn
	
	
	
	
	
	
	

	Professionalism and work ethic
	
	
	
	3
	
	
	

	Adherence to Health and Safety guidelines
	
	
	
	
	
	
	

	Customer/client interaction
	
	
	
	
	
	
	



	Key strengths demonstrated by the learner during placement:
	Areas for development/improvement or additional feedback/recommendations:

	





	

	Supervisor’s Signature: I confirm that the information provided in this report is accurate and based on my observations of the learner’s performance during their placement.

	Supervisor’s Signature:
	
	Date:
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Learners must achieve a minimum of 50% in the Supervisor’s Report to successfully pass the module.
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