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Title

Code

L evel

Value

Pur pose

Preferred
Entry Level

Special
Requirements

Communications

G10001

1 credit

This module has been developed to cater for awiderange of Leve 4
participants in vocationa education and training. It isdesigned to
build on the learning outcomesin FETAC Communications module a
Foundation Leve and to further enhance communicative ability and
confidence, so that learnerswill be able to communicate effectively in
both professona and persond life.

Course providers are encouraged to design programmes which are
condgtent with these learning outcomes and relevant to learners
needs and interests. Level 4 Communications may be offered asa
stand-aone module or may be integrated with other Level 4
modules.

Communications is recognised as a core and underpinning skill by
employers. However the module should not be entirely vocationd in
thrust; there should be a strong emphasis on genera education and
persond development. The module should offer learners the
opportunity to take part in such activities as role play, drama, video
and audio production, the study of media, literature and cregtive
writing.

Levd 3 Cetificate, Junior Certificate or equivaent.

None.



10

General Aims

8.1
8.2

8.3

8.4

8.5

8.6

8.7

Units

Candidates who successfully complete this module will:
understand the processes of effective communication
explore the breadth of communicative forms

develop the skills and confidence necessary to convey and interpret
meaning effectively, in writing, visudly and verbaly

develop interpersond skills and qudities such as sdf-confidence,
assertiveness, empathy and congderation

investigate the nature and influence of modern mass communications

appreciate some of the practical and theoretical aspects of
communication technology

develop the ability to learn independently.

Specific lear ning outcomes ar e grouped as seven units:

Unit 1
Unit 2
Unit 3
Unit 4
Unit 5
Unit 6
Unit 7

LearningtoLearn

Non-verbal and Visual Communication
Personal Interaction

Reading

Writing

M edia Awar eness

Communications Technology

Specific Learning

Outcomes

Unit 1

1.1

1.2

1.3

Learningto Learn
The learner should be ableto:
identify and express persond learning gods

plan, apply and review the learning processes necessary for achieving
persond learning gods

identify and practise ways of effective learning in arange of Stuations

eg.
inagroup



Unit 2

21

2.2

2.3

24

2.5

Unit 3

31

3.2

3.3

34

3.5

sdf-directed, personal study
one-to-one

Non-Verbal and Visual Communication
Thelearner should be ableto:

demongtrate an awareness of non-verbad communication such as
proximity, orientation, head nods, gesture, norn+verbal aspects of
speech, eye and body contact, posture, appearance, colour, facia
expression, environment etc.

identify and criticaly analyse examples of nonverbad interpersona
communicetion

convey amessage using non-verbal communication
prepare and use visud ads to communicate a message

interpret and evaluate images e.g. photos, diagrams, charts, maps,
graphics, advertisements, pop videos, logos.

Personal I nteraction
The learner should be able to:

recognise techniques and conditions for effective ligening e.g. eye
contact, requesting clarification, leve of language, environmentd factors

practlse active ligening using anumber of skillseg.
clarification-seeking
note-taking
answering questions
ummarisng
paraphrasing

extract and interpret the main facts, ideas and opinions from avariety of
aurd sourcesin forma and informa Stuations

recogni<e differences between forma and informa language

initiate, maintain and conclude conversations in arange of various
contexts e.g.
with peers
one-to-one with person in a specific role such as teacher, doctor,
solicitor, bank manager, shop keeper etc.
formd interview



3.6

3.7

Unit 4

41

4.2

4.3

4.4

4.5

Unit 5

5.1

5.2

5.3

5.4

Unit 6

participate in class/group discussions

plan and ddliver an ora presentation.

Reading
Thelearner should be able to:

read with understanding and respond to a variety of texts e.g. literary,
persond interest, socid, technical, vocationa

apply arange of reading approaches according to the nature and
purpose of the text e.g.
- Kkimming
scanning
in-depth study/ concentrated/ close reading
light reading
identifying key points
extracting information
evauate and comment on written materia

apply the skills necessary for finding and recording specific information
from reference sources

digtinguish between fact, fiction and opinion.

Writing
Thelearner should be able to:

write clearly, confidently and expressively in avariety of different forms
relating to credtive, persond, socid/community and vocationa activities

ded effectively with the demands of writing for specific tasks or
purposes e.g. forms, reports, |etters, memaos, minutes

show competence in punctuation, spelling and structure in accordance
with purpose and audience

use drafting, editing and proof-reading ills.

M edia Awar eness

Thelearner should be able to:



6.1

6.2
6.3

6.4

Unit 7

7.1

7.2

7.3

1.4

1.5

recognise the digtinct features and diverse forms of mass
communications

recognise key media concepts such as genre, narrative and audience
criticaly evaluate arange of visud, spoken and written media texts
discuss mediaissues e.g. selection, regulation, ownership and contral,
access etc.

Communications Technology

The learner should be able to:

identify areas of persond, socid and vocationd life influenced by
communication / information technology

describe different gpplications of technology to communications, e.g.
compuiters, telephones, facamile, video recorders, video games, the
Internet, eectronic fund transfer, data communications systems etc.

use a least one form of communication technology to exchange
information with another user eg. e-mail, ansvering machine

distinguish between communication by machine e.g. telephone, and
communication with machines eg. Bank Automated Teller Machines

outline the Data Protection Act in terms of rights, respongbilities,
grievances and pendties.



11

Assessment

SUmmary

11.1 Technique
Mode
Weighting

Components

Portfolio of Cour sework 100%

Portfolio of Coursework

Centre-based with FETAC moderation.

100%

A selection of work/pieces under the following headings:

LearningtoLearn

Learning Journd — this should document the candidate’ s
experience of following any current programme of study. An
extract from the journa covering a period of gpproximately one
mornth, should be included in the Portfolio of Communications
coursawork. This should include:

- abrief account of selected activities

- apersonal reflection on the experience.
An extract from a Learning Journa which the learner has kept as
part of the requirements for other FETAC modules, or for other
courses of study, may be presented, provided that thisrefersto a
current learning experience.

The journa may be presented in written, audio or visud form, or a
combination of these.

Non-verbal and Visual communication
visud ads e.g. wdlchart, sgns and symbols, overheads,
photographs
OR
non-verbal presentation eg. mime, dance of 3 - 5 minutes
duration
Evidence of support studies should be provided

Personal Interaction
Listening exercise - demondtrating the candidate' s ability to
receive a message. The message may be based on atelephone
cdl, radio programme, taped or live presentation etc.
Informa conversation - which demonstrates the candidate’ s ability
to initiate, maintain and conclude a conversation in an informal
Setting e.g. one-to-one with tutor
Formal interview - asmulated formd interview with an
interviewer chosen by the centre. Evidence of the interview
should be recorded on an audio or video tape.
OR
Ord presentation - ashort ora presentation (3 - 5 minutes) given
by each candidate to a group of higher peers. The presentation

7



to be based on a subject of interest to the candidate or areview
of abook described in 10.3.3. Theora presentation should be
recorded on audio or video tape.

N.B. all tapes must be included in the candidate’' s portfolio
of work for assessment.

Reading

- Fve pieces providing evidence of fluency in reading and
understanding a range of shorter texts e.q. newspaper article with
learner’ s comments, project work, following indructions, learning
journa showing reading, passage with questions, play reading.
Texts and responses should show proof of the range of reading
outlined in Unit 4 and should include work from a reference
source.

A review of abook, to provide a persona response to general or
recregtiona reading (e.g. novel, biography, travel, history). The
review should include synopsis and commen.

Writing

- 2letters:
a) personal letter - hand-written
b) formd letter - either typed/word processed or hand-written
Short report (2 - 3 pages) - either typed/word processed or
hand-written, based on research, in conventiond report format
A piece of persona expressive or cregtive writing (200 - 300
words) e.g. story, autobiography, a speech, opinion, series of
poems
Writing for specific purposes
a) 1 page CV word processed
b) 2 of the following: minutes, agenda, memos, ingtructions,
directions, forms (at least 2). The forms chosen should be 2 - 3
pagesin length e.g. driving licence/ passport/ medica card
application
Evidence of drafting, proof-reading and editing should be
provided.

Media Awar eness
Assgnment exploring an aspect of themedia. This could include
adebate, production of a newspaper article, newdetter, poster,
essay, advertisement, study of a particular medium, genre, local
issue. The assgnment may be based on class/group work, but
candidates must produce separate evidence. The assignment may
be presented in writing, visualy or ordly. Ord presentetions
should be recorded on audio or video tape, and included in the
portfolio. Support studies should be provided.



Communications Technology
Assgnment, (300 - 350 words approximately), word processed,
on topics such as Data Protection Act or impact of technology on
persond life
Use of technology eg. fax, ATM, e-mail, answering mechine,
Copy of e-mail, fax, ATM dip or answering machine tape should
be included in the portfolio.
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Performance Criteria

12.1 Performance Criteriafor Portfolio of Cour sework

Pass

Merit

Distinction

Learning Journal

records what the candidate
has |earned, shows some
ability to organise self/work,
and acceptance of comments
and feedback

records both an individual
responseto learning
experiences and outlines how
they learn best, shows ability
to organise self/work, to
carry out independent review
and seek advice about own
performance

shows critical reflection on
positive and negative
learning experiences, shows
ability to organise self/work
in an appropriate manner, to
carry out independent review,
and seek, negotiate and act
on advice about own
performance

Non-Verbal or Visual
communication

uses non-ver bal
communication, not alwaysin
an appropriate
manner/context

uses non-ver bal
communication in an
appropriate manner/context
e.g. proximity, orientation,
head nods, gesture, non-
verbal aspects of speech,
posture, appearance, facial
expression, eye and body
contact

successfully uses non-ver bal
communication in a totally
appropriate manner/context,
shows critical awareness with
support material e.g.
storyboard, showing planning
and decision making process

Listening exercise

little preparation for effective
listening, fair level of
attention but easily
distracted, few notes taken,
poor attempt at clarifying,
some facts extracted and
related to another party

some preparation for
effective listening, good level
of attention with use of
positive listening skills, some
notes taken, some
clarification and questions
asked, fair attempt at
summarisation and/or
paraphrasing, some facts
extracted and related to
another party

well prepared for effective
listening, high level of
attention with good use of
positive listening skills, full
notes taken, clarification &
appropriate questions asked,
message is summarised
and/or paraphrased, main
facts extracted and related to
another party

10




Informal conver sation
initiates conversation with
reluctance, but responds
fairly easily, can maintain
conver sation with difficulty,
uses formal and informal
language but not always
appropriately, expresses and
defends opinions with
hesitance, often abandons
conver sation with no
conclusion

initiates conversation fairly
easly, with greeting and
small talk, maintains
conversation with ease, using
formal and informal
language as appropriate,
expresses and defends
opinions, concludes
conversation

initiates conversation with
greeting and small talk,
progresses into conver sation
which is maintained easily
and fluently, using formal

and informal language as
appropriate, formulates,
expresses and defends
opinions with ease, concludes
conversation

11




Pass

Merit

Distinction

Formal interview

poorly prepared with limited
knowledge of self, company,
type of work; lacks
confidence, answers
guestions with hesitance

well prepared with fair
knowledge of self, company,
type of work, questionsto
ask; seems confident,
answer s questions with good
use of appropriate language,
makes good attempt at
concluding the interview

excellently prepared with
good knowledge of self,
company, type of work,
guestions to ask; projects
good image with confident
body language, answers and
poses questions with fluent
and appropriate language,
concludes and departs well

Oral Presentation
planning adequate - selection
of topic, introduction, main
body, conclusion, not all
evident

presentation adequate -
command of subj ect,
delivery, approach to
audience, tone, stance,
gesture, all limited, loses
interest

planning good - selection of
topic, introduction, main
body, conclusion, all present;
presentation good - command
of subject, delivery, approach
to audience, tone, stance,
gesture, all good but interest
flagsalittle

planning excellent -
interesting selection of topic,
with introduction, main body,
conclusion; presentation
excellent - good command of
subject, confident delivery,
approach to audience, tone,
stance, gesture, holds interest
until end

Reading - evidence of
different types of reading
the candidate should present
a satisfactory variety of texts
and show the ability to apply
arange of reading
approaches e.g. skimming,
scanning, etc.

texts should cover a range of
topics and styles. Responses
will show a good

under standing and
competence in the skillslisted
inthe SLOs

texts presented will include a
wide range of topics and
purpose. The candidate's
work should demonstrate
understanding and analysis
and will handle well the skills
described in the S.Os

Book review

the review should include a
clear summary which shows
awareness of key points,
together with clearly
expressed personal comments

the book chosen should be
fairly demanding in length
and content. Synopsis should
include a number of relevant
points and personal response
would be specific and well
explained

Candidate' s work should be
well structured and show
understanding of a fairly
complex book. Comment
would show depth of analysis
and response in detail to
many aspects

Personal letter

conveys meaning; spelling,
layout and hand writing
satisfactory

interesting, well organised,
engages with the reader

sustained and fully devel oped
piece of writing, fluent,
interesting and expressive.
good communication

12




Formal letter

uses correct layout, makes
points clearly and in an
organised way, good spelling
and paragraphing

deals with situation chosen
for letter, clearly organised
and set out, indicates an

awareness of tone required

deals with a demanding
Situation requiring awareness
of suitable tone, shows clear
explanation, requests action
[follow-up if appropriate

13




Pass

Merit

Distinction

Short report

shows awareness of different
aspects of a report, organised
in sections, with some
attempt at evaluation

clearly organised and
presented, points and sections
well differentiated, clearly
expressed, with effective
communication

very well organised and
presented, fluently written,
with distinct sections;
detailed evaluation and
recommendations where
appropriate; impersonal tone

Personal, creative or
expressive writing
satisfactory structure and
clarity of communication
suitable to choice

good structure and clear
expression, shows that
candidate has made demands
on self in choice of activity

fluent and very well
structured, shows attention to
individual style of expression
and/or originality and
creativity

Writing for specific purposes
accurate, clear and adequate
responses to activities or
tasks selected

clear, accurate, competent,
some detail and evidence of
effort in choice of tasks;
guidelines complied with

accurate, succinct, well
expressed and presented,
would need to include choice
of some more complex tasks
or activitiesand
ingenuity/creativity in choices
made

Media awar eness
assgnment

clear description, awareness
of some issues and/or
concepts, correct use of
terms, attention given to
presentation of ideas

clear understanding of issues
and/or concepts, some
evidence of critical thinking,
attention given to selection
and presentation of ideas

research skills, original
conclusions, range and depth
of understanding, objective
analysis, structured, clear
accurate argument, thought
and carein presenting ideas

Communications technology
assignment describes some
aspects of communications
technology but little effort to
assessitsimpact

broad summary of aspects of
communications technology,
some effort made to assess
impact on private /public life

extensive summary of aspects
of communications
technology, shows clear
understanding of impact on
both private and public life

Use of Communications
technology

uses a limited range of
technology cautiously but
successfully

uses a range of technology
successfully and competently

uses a wide range of
technology successfully and
with confidence

14




12.2 Portfolio
of Coursawork Guiddines

Tutor verification of achievements:

All of the Specific Learning Outcomes achieved by the candidate
should be verified by the tutor. In most cases evidence of the
candidate's achievement will be included in the portfolio. Some work
that cannot be included in the portfolio, for example evidence that
congsts of ademondration of a skill, execution of atask, role play,
live performance or other behaviour observed by atutor, may be
verified by thetutor. A brief note from the tutor should be included
in the candidate s portfalio.

Some tutors may encourage candidates to complete their own
marking sheets and thisis acceptable provided that their accuracy is
verified and guaranteed by the tutor.

If the candidate has participated in agroup activity, this may be
submitted as evidence of achievement, provided thet the individud’s
contribution is summarised on a note included in the candidate' s
portfolio.

In cases where agroup project is undertaken as part of the
assessment procedure, the portfolio of each group member should
record or contain supporting evidence of ther individua contribution
to the group task, such as notes, plans, costings, sketches, drafts.

13 Grading Pass 50 - 64%
Merit 65 - 79%
Diginction 80 - 100%

15



G1000U/M S1

SO, Communications
Individual Candidate 5 \‘A; G10001
Marking Sheet 5 WS Portfolio of Cour sework
rayne’ Weighting 100%
Candidate Name: PPSN:
Centre: Centre No: Date:
Item Maximum Candidate
Mark Mark
Learning Journa 20
Non-Verbd or Visud communication 30
Persona Interaction
Ligening exercise 10
Informa conversation 10
Formd interview 10
or
Oral Presentation
Subtotal 30
Reading
Evidence of different types of reading 10
Book review 20
Subtotal 30
Writing
2 |etters - persond, forma 10
Short report 10
Persond, cregtive or expressive writing 10
Writing for specific purposes 10
Subtotal 40
Media awareness assignment 30
Communications Technology
Assgnment 10
Use of technology 10
Subtotal 20
Total 200
Weighted Total Mark x 0.5=% 100
Tutor’s Signature: Date:
External Authenticator's Signature: Date:
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FETAC Module Results Summary Sheet

Module Communications
M odule Code: G10001

Elements of Assessment > S Q 3
c® L BB B = 2 =y « ] o %
£ 5 583| | a8 3 : 5 2 £ | | 8% g
s “>> B2 4 2 =z 08 == 5}
£ < [t
Maximum Marksper element of assessment 10% 15% 15% 15% 20% 15% 10% 100%
Candidate Name Exam No
Signed:
Grader
, i D: 80 - 100%
Tutor: Date: M: 65 - 79%
_ . o . P: 50 - 64%
This sheet isfor teachers/tutorsto record the overall marks of individual candidates. It should be U: 0- 49%
retained in the centre. The marks awarded should betransferred to the official FETAC Module Results W: candidates entered who did not present for assessme

Sheet issued to centres beforethe visit of the external Authenticator.
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