Appendix B: Sample Assessments
	Sample Assessment 1: Collection of Work
	Weighting: 50%

	Sample Assessment 1 - Note to educator6: This sample assessment brief is designed to assess a range of communication skills aligned with specific MIMLOs.  Adjustments can be made based on specific course requirements and preferences. Opportunity for cross-modular integration should be built in where possible.

	Part A: Structured Written Piece (and Source Evaluation) – 20 marks
MIMLOs covered: 1, 5, 6.

Objective:
To show your ability to write a formal piece and to evaluate at least two sources that informed your piece.

Instructions:
1. Write a formal report (1200-1500 words) on a topic that is relevant and interesting to you. 
	Some topic ideas (for inspiration purposes)

	Report based on Work Experience 
	Careers in the Beauty Industry: Beyond Makeup and Hair
	Men in Beauty: Breaking Stereotypes in the Industry

	Skincare Myths vs. Facts: What Really Works?
	The Business of Beauty: How Salons and Spas Stay Competitive
	How Irish Beauty Influencers Are Changing Makeup and Skincare Trends

	The Influence of social media on Beauty Trends
	The Evolution of Beauty Standards Through History
	The Role of TikTok in Gen Z's Beauty Choices


 
2. Assess two sources (100-150 words per source) that you used to help with your report. Your source must be from a reliable human-written publication (e.g., a book, article or news website, etc). AI-generated content cannot be one of the sources you assess. Use the following questions to guide your evaluation:
· Credibility: Is the author an expert? Is the source trustworthy? Are there other sources siting similar findings?
· Reliability: Is the information correct and supported by evidence?
· Timeliness: Is the source up to date and relevant?
· Bias: Does the source have an agenda or one-sided viewpoint?

Referencing Guidelines:
· Use at least five credible sources in your report. (AI-generated sources do not count towards this.)
· Cite your sources using a simple and consistent format.
· If you use AI for support, you must follow the guidelines for referencing this source, but it will not count as one of your five sources.

Submission Guidelines:
· You must submit your report and source evaluation as a word-processed document (combined word count: 1500–1800 words).
· Submit by [date as per teacher’s instructions].

Marking Criteria Task A – 20 Marks:
1. Content & Research (10 marks): A well-structured report demonstrating strong critical analysis and effective integration of relevant sources (MIMLOS 1, 5, 6)
2. Source Evaluation (6 marks): Clear assessment of source credibility, reliability, timeliness and bias. (MIMLO 1)
3. Writing & Referencing (4 marks): Clear formal tone with logical structure and correct citation of sources. (MIMLO 5, 6)

	Part B: Functional Writing – 20 marks
MIMLOs covered: 5, 6.

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

Task Instructions:
Choose a minimum of three of the below functional writing tasks:
1. Job Application: A CV and cover letter for a specific job.
2. Formal Business Email: A professional email, such as a job acceptance, business request or complaint.
3. Letter of Recommendation or Request: A letter requesting sponsorship or recommending someone for a role.
4. Agenda and Minutes of a Meeting
5. Any other relevant workplace document.

OR 
Complete the administration tasks as per the request from your hypothetical manager below: 

	
[image: ]___________________________________________________________________________________________
To ____________________________________________________________________________________________________
Cc____________________________________________________________________________________________________
Re: Admin tasks to do this week_________________________________________________________________________

Hi XXXXX,
I hope you had a lovely weekend.  As promised at our last meeting, below is a reminder of the tasks to complete this week.

1. Client Follow-Up Email – Draft an email to Mary and Elizabeth Ryan thanking them for their visit and inviting feedback on their experience. Ensure the tone is warm, professional and aligned with our brand.
2. Client Consultation Form Creation – Design a consultation form for new clients to complete before their first treatment. It should include fields for personal details, medical history, skin concerns and treatment goals. Once drafted, send it to me for review. 
3. Service Promotion Email – Create a promotional email for a [specific treatment or service], encouraging clients to book. Include a brief service description, benefits and a friendly call to action.

Please send the above to me by Friday for review. Let me know if you have any questions. Looking forward to seeing your work!

Best regards,
Nancy Best
BEST BEAUTY
Main Street, Some Town, Somewhere
www.bestbeauty.etb


Writing Guidelines:
· Length: 800–1500 words in total.
· Structure: Use clear headings and a professional format.
· Tone & Style: Professional and polite.
· Formatting: Use the correct layout (e.g., CV sections, email structure, letter format).
· Editing: Show evidence of drafting and redrafting at least one piece before final submission.

Submission Guidelines:
· Submit your work as typed documents (800–1000 words total).
· Submit by [date as per teacher’s instructions].

Marking Criteria Task B – 20 Marks total across all submitted pieces:
1. Content & Structure (9 Marks): Writing is well-organised, coherent and relevant, demonstrating logical progression. (MIMLO 5, 6) 
2. Writing Quality (6 Marks): Writing is clear, professional and demonstrates an advanced use of tone, language and style appropriate to the context. (MIMLO 6) 
3. Formatting & Presentation (3 Marks): Adheres to formal writing conventions with precise formatting, proper citation style and professional presentation. (MIMLO 6) 
4. Evidence of Drafting (2 Marks): Clearly demonstrates a thorough revision process, with improvements in clarity, coherence and overall quality. (MIMLO 6)

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

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

Instructions:
Choose a topic that interests you and create a 600–800-word piece that expresses your thoughts or experiences. 
Examples of Formats:
· An opinion piece. (Beauty related sample topic for inspiration purposes: Why Natural Beauty is Becoming the New Trend Among Gen Z/Gen Alpha/Gen Beta)
· A short article. (Beauty related sample topic for inspiration purposes: "The Latest Eco-Friendly Beauty Product That’s Changing the Industry")
· A review of a book, movie, or event.
· A letter to your future self, a fictional character, or a mentor.
· A speech.
· A poem.
· Song lyrics.

Submission Guidelines:
You can submit in a format that best suits your style:
· Written: Typed (600-800 words)
· Audio: Voice recording (4-6 minutes)
· Video: Presentation or performance (4-6 minutes)
· Creative Format: Infographic, digital presentation, podcast, short video, song, spoken word, etc.



Marking Criteria Task C – 10 Marks:
1. Depth and Insight (5 Marks): Demonstrates an original exploration of the topic, incorporating critical analysis and thoughtful engagement. (MIMLO 4, 5)
2. Style and Expression (3 Marks): Writing is clear, engaging, and demonstrates a confident, authentic, and professional tone. (MIMLO 5)
3. Structure and Coherence (2 Marks): Ideas are logically structured with a clear flow that enhances readability and comprehension. (MIMLO 5)

	Further notes for learners: 
See attached rubric for more detail around the standards in relation to assessment criteria and grading.  

Note:  City of Dublin ETB promote academic integrity in all our work.  Plagiarism and academic misconduct will not be tolerated and can have serious consequences for you in achieving your award.  Ensure that all sources are properly cited and referenced according to academic conventions. 

This referencing guide will support you in ensuring that your work is to the highest academic integrity standard.

	
	Communications 6N19050

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



Learner Name: ____________________________________   Learner Group: ___________________

	[bookmark: _Hlk194929811]Assessment Criteria
	Weighting: 50%

	Structured Written Piece (Part A) – 20 marks
	Maximum Mark
	Learner Mark 

	· Content & Research
	10
	

	· Source Evaluation
	6
	

	· Writing & Referencing 
	4
	

	Total - Part A
	20
	

	Functional Writing (Part B) – 20 marks
	
	

	· Content & Structure 
	9
	

	· Writing Quality 
	6
	

	· Formatting & Presentation
	3
	

	· Evidence of Drafting 
	2
	

	Total – Part B
	20
	

	Personal Expression (Part C) – 10 marks
	
	

	· Depth & Insight
	5
	

	· Style & Expression
	3
	

	· Structure & Coherence
	2
	

	Total – Part C
	10
	

	Total Mark – Collection of Work
	50
	




	















	Sample Assessment 2: Skills Demonstration
	Weighting: 50%

	Sample Assessment 2 - Note to educator6: This sample assessment brief is designed to assess a range of communication skills aligned with specific MIMLOs.  Adjustments can be made based on specific course requirements and preferences. Opportunity for cross-modular integration should be built in where possible.

	Part A: Oral Presentation (15 Marks)
MIMLOs covered:  1, 2, 3, 4

Objective:
Deliver a presentation, showing your ability to use verbal, non-verbal and visual communication skills while engaging your audience effectively. 

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

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

Marking Criteria Task A - 15 Marks:
1. Clarity & Professionalism (4 Marks) – Delivers a well-structured presentation using a formal tone, clear language and logical sequencing to enhance audience understanding. (MIMLOs 2, 4)
2. Digital Literacy & Visual Communication (4 marks): Effective use of visuals and digital tools. (MIMLOs 1, 3)
3. Verbal & Non-Verbal Communication (4 Marks) – Communicates clearly with appropriate tone, confident speech, effective gestures and sustained eye contact to reinforce key points. (MIMLOs 2, 3)
4. Listening & Responsiveness (3 Marks) – Engages actively with the audience, demonstrates strong listening skills and adapts communication style effectively based on feedback and interaction. (MIMLOs 2, 4)  

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

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

Instructions:
· Duration: 10-15 minutes
· Format: The conversation will be a formal, structured dialogue, such as (and as directed by you teacher):
· Job interview (answering competency-based questions professionally).
· Performance review or feedback session (giving or receiving structured feedback).
· Client or workplace meeting (formal discussion on a relevant topic).
· Role-play scenario (e.g., customer service scenario).
· Or other relevant activity.
· Assessment Focus: You must demonstrate clarity, professionalism, active listening and adaptability in your responses.

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

Marking Criteria Task B - 15 Marks:
1. Clarity & Professionalism (4 Marks) – Communicates effectively with a formal tone and structured responses, demonstrating professionalism throughout the conversation. (MIMLOs 2, 4)
2. Listening and Responsiveness (4 Marks) – Actively listens and engages with the speaker, adapting responses appropriately to the flow of the conversation. (MIMLOs 2, 4)
3. Verbal & Non-Verbal Communication (4 Marks) – Utilises clear speech, appropriate tone, confident gestures and strong eye contact during the conversation. (MIMLOs 2, 3)
4. Confidence and Persuasion (3 Marks) – Communicates points clearly and persuasively, demonstrating confidence throughout the conversation. (MIMLOs 2, 4)

	Part C: Group Discussion (15 marks)  
MIMLOs covered: 2, 3, 4

Objective:
To demonstrate effective communication, active participation and meeting etiquette during a group discussion, while applying listening skills and contributing to the topic in a meaningful way.

Instructions:
You will participate in a formal group discussion or meeting on a relevant social, cultural, societal or vocational topic. The discussion can be held in person or through an online platform.
· Group Size: The meeting should include at least three participants.
· Duration: The meeting should last 15-20 minutes.
· Topic: Choose a topic that is relevant and engaging. 
· Roles: Each participant should contribute equally to the discussion. Ensure you provide thoughtful insights, ask questions and respect others' opinions.
· Etiquette: Remember to maintain professional meeting etiquette (e.g., no interrupting, staying on topic and addressing everyone respectfully).
· Recording: The meeting must be video recorded for assessment purposes.

Submission Guidelines:
· A video recording will be made where all participants can be clearly seen and heard. 
· The teacher will upload the video to the college VLE. 
· The teacher will label the files with the participants names. 
· Note: Although this is a group task; however, your individual performance will be assessed.



Marking Criteria - 15 marks total:
1. Active Participation (5 marks): Demonstrates clear and meaningful contributions to the discussion, offering insightful points and engaging others in conversation. (MIMLO 2)
2. Listening Skill (5 marks): Actively listens to other participants, responds thoughtfully, shows understanding and ensures the flow of the discussion without interrupting. (MIMLO 4)
3. Meeting Etiquette (5 marks): The learner follows formal meeting etiquette, maintaining politeness, respect and focus on the topic, while demonstrating professional communication, including proper tone, body language and turn-taking. (MIMLO 3)

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

Objective:
To reflect on the communication skills and competencies demonstrated in the skills demonstration activities you have completed, evaluating your strengths, areas for improvement and the application of communication theory in practice.

Instructions:
· Reflection Length: 500 words approx. (written) or 4–6 minutes (audio/video).
· Suggested Focus Areas:
1. Verbal & Non-Verbal Communication: Reflect on your tone, clarity, gestures and body language. (MIMLO 2, 3)
2. Listening & Responsiveness: Think about how well you actively listened, adapted and engaged in conversations. (MIMLO 2, 4)
3. Digital Literacy & Visual Communication: Assess how effective the digital tools and visuals were in your presentation. (MIMLO 1, 3)
4. Interpersonal & Intrapersonal Skills: Consider how well you worked with others (if applicable), your confidence and self-awareness in communication. (MIMLO 4)
5. Areas for Improvement: Identify key takeaways and how you plan to improve your communication skills moving forward.

Submission Guidelines:
You can submit your reflection in a format that best suits your style:
· Written document (500 words approx.).
· Audio recording (4–6 minutes).
· Video presentation (4–6 minutes).
· Creative format (e.g., podcast, digital journal, infographic with annotations, mind map with voice-over).
All submissions must be uploaded to the designated folder on the college VLE by the deadline specified by your teacher.

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

	

Additional Note - Integration Opportunities Within the Module
Where feasible, assessment tasks can be integrated across other modules or within the module itself or both. 
· Collection of Work (Part A – Structured Written Piece) & Skills Demonstration (Part A – Oral Presentation)
· The structured piece (i.e. formal report) can form the basis of the learner’s oral presentation.
· Collection of Work (Part B – Functional Writing) & Skills Demonstration (Part B – One-on-One Professional Communication)
· A CV, cover letter or professional email from Part B can be used as part of a one-on-one job interview, workplace meeting or formal conversation.
· Collection of Work (Part C – Personal Expression) & Skills Demonstration (Part D – Reflection on Communication Skills)
· A personal expression piece (e.g., opinion piece, speech, letter to self) can inform the reflection task by exploring personal communication strengths and challenges.
· Skills Demonstration (Part A – Oral Presentation) & Skills Demonstration (Part D – Reflection on Communication Skills)
Learners can reflect on their strengths and areas for improvement in their oral presentation performance.

	Final Submission Guidelines (For All Tasks):
· Ensure your work is clear, well-structured and relevant to the task.
· If submitting audio or video, make sure it is easy to hear and understand (MP3, MP4, WAV format).
· If using visual or creative formats, include a short explanation of your ideas.
· Submit your work in the format requested by your teacher (e.g., file upload, email or printed copy).
· Submission Deadlines: [Date to be provided by teacher].

	Further notes for learners: 
See attached rubric for more detail around the standards in relation to assessment criteria and grading.  

Assessment Instructions:
Note:  City of Dublin ETB promote academic integrity in all our work.  Plagiarism and academic misconduct will not be tolerated and can have serious consequences for you in achieving your award.  Ensure that all sources are properly cited and referenced according to academic conventions. 

This referencing guide will support you in ensuring that your work is to the highest academic integrity standard. 


	
See Sample Marking Sheet 2 provided below










	Communications 6N1950

	Sample Learner Marking Sheet 2:
Skills Demonstration- 50%



Learner Name: __________________________________ Learner Group: _________________________
	[bookmark: _Hlk194929834]Assessment Criteria
	Weighting: 50%

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

	· Clarity & Professionalism 
	4
	

	· Digital Literacy & Visual Communication
	4
	

	· Verbal & Non-Verbal Communication 
	4
	

	· Listening & Responsiveness
	3
	

	Total - Part A
	15
	

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

	· Clarity & Professionalism 
	4
	

	· Listening & Responsiveness 
	4
	

	· Verbal & Non-Verbal Communication
	4
	

	· Confidence & Persuasion 
	3
	

	Total – Part B
	15
	

	Group Discussion (Part C) – 15 marks
	
	

	· Active Participation
	5
	

	· Listening and Responding
	5
	

	· Meeting Etiquette
	5
	

	Total – Part C
	15
	

	Reflection (Part D) –  5 marks
	
	

	· Depth of Reflection
	2
	

	· Application of Digital Literacy
	1
	

	· Clarity & Organisation
	1
	

	· Self-Assessment and Future Growth
	1
	

	Total – Part D
	5
	

	Total Mark - Skills Demonstration Assessment
	50
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