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Louth and Meath Education and 
Training Board (LMETB), through its 
dedicated Employer Engagement Unit, 
liaises with employers, employees, 
and enterprise representative bodies, 
to provide workforce development 
opportunities, across all sectors and to 
all businesses in the region.
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Skills to Advance
The LMETB ‘Skills to Advance’ programmes provide support to enterprise 
through the upskilling and reskilling of employees, thereby increasing market 
competitiveness, and escalating economic growth.

Business opportunities include the following:

• Flexible training aligned to business needs

•	 Training	Needs	Identification	to	suit	individual	enterprise	requirements

• Courses that are responsive to emerging and evolving markets 

Supporting Working Lives and 
Enterprise Growth in Ireland

This policy document, published in 2018, 
provides the genesis of the Skills to Advance 
programme.	The	aim	is	to	equip	employees	
with the skills they need to progress in their 
current role, in addition to adapting to a 
changing job market. It also supports Small to 
Medium Enterprises (SMEs) to invest in and 
develop their workforce.

 https://www.solas.ie/f/70398/
x/6bcb2aa9ff/supportingworkinglives_
enterprisegrowth_policyframework_
sept2018.pdf

Additional detail about the ‘Skills to Advance 
Scheme’ is available here:

 https://www.solas.ie/f/70398/
x/016e599b61/skillstoadvance_scheme_
sa-59380_.pdf

LMETB Employer Engagement Unit

The Employer Engagement Unit is dedicated 
to working with employers and employees to 
support their education and training needs. 
Employers are supported to identify key skills 
needs and upskilling and reskilling opportunities 
are provided to support enterprise growth 
and economic development. The team can be 
contacted directly at skillstoadvance@lmetb.ie
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Training Delivery, Accreditation and 
Progression Routes
Skills	to	Advance	offers	accredited	tutor-led	training	
courses at Levels 5 and 6 on the National 
Framework	of	Qualifications	(NFQ).		

www.nfq.ie	

A diverse range of part time courses are available across a broad range of areas 
including:  Management & Leadership, Team Development, Health & Safety, 
Information	Technology	(IT),	Green	Skills,	as	well	as	offering	industry	specific	
training. The employer engagement team have strong links with industry, whose 
training needs continuously inform dedicated course provision.

Progression Routes: 

Skills to Advance courses are delivered as Special Purpose Awards or Minor 
Awards. These provide stackable blocks of learning, leading to Major Awards, if 
required,	and/or	progression	opportunities	on	the	NFQ.	Further	detail	is	available	
through the Employer Engagement Team in addition to the dedicated Adult 
Guidance Section in LMETB.

Access Routes 

1. Employee Direct Access (Route 1)

2. Employer Led Access (Route 2) 

3.	 Employer	Led	Access	-	Regional/National/Sectoral	Initiatives	(Route	3)

Employee Direct Access (Route 1)

•	 Under	the	Skills	to	Advance	policy,	‘employees’	are	defined	as	those	who	work	
part-time	or	full-time	under	a	contract	of	employment,	whether	oral	or	written,	
expressed or implied, have recognised rights and duties and are in receipt of 
pay	for	their	service.	Self-employed	persons	are	also	eligible	to	participate.	

• Eligible employees will have access to these training courses. However, where 
courses are oversubscribed priority is given to those who are:

-	 	 Employees	educated	to	NFQ	Level	5	
and under

-	 	 Employees	who	are	age	50	+

-	 	 Employees	in	an	industry	at	risk	of	
displacement due to e.g., disruptive 
technologies, Covid 19, Brexit 

-	 	 Employees	in	an	industry	with	
emerging opportunities

-	 	 Employees	in	lower	skilled	jobs	

• Level 5 courses, under Route 1, are fully 
funded, while Level 6 courses are up to 
70% funded. 

• Further information is available by email to 
skillstoadvance@lmetb.ie

Employer Led Access (Route 2)

Employers can access training for their 
workforce under Route 2, which is particularly 
suited to sole traders and SMEs (companies 
of	249	staff	and	under).	The	Employer	
Engagement Unit, work directly with 
employers to determine skills gaps, training 
needs, and training solutions. Courses are 
funded up to 100% at Level 5 and up to 70% at 
Level 6 to eligible Employers and Employees. 

Employer Led Access - Regional/
National/Sectoral Initiatives 
(Route 3)

Where a Regional, National, or Sectoral 
Training need has become apparent, a training 
course will be developed to address this need. 
Route 3 courses are created in collaboration 
with other ETBs, SOLAS, Regional Skills 
Fora, and Industry Bodies. This route can be 
accessed by sole traders, SMEs and larger, 
multi-national	organisations.	Courses	are	also	
funded up to 100% at Level 5 and up to 70% at 
Level 6, based on national eligibility criteria. 

Employer Led Access – Training 
Needs Analysis (TNA) (Route 2a)

Under	Route	2a,	(companies	of	249	staff	
and under), where an enterprise has limited 
capacity	to	carry	out	skills	needs	identification,	
the Employer Engagement Unit can work with 
the company to identify alternative options. 
A consultant may be also provided to assist 
in	this	process,	where	required.	A	Training	
Needs Analysis (TNA) may be fully funded if 
the company avails of at least one Level 5 or 6 
training course to commence within 3 months 
of	presentation	of	the	findings	of	the	TNA.		

Who to contact?
Contact the Employer Engagement Unit, at  
       skillstoadvance@lmetb.ie for any further 
information.

Direct contact details are also available  
as follows:

Ann Gallagher
Employer	Engagement	Officer	
086 7870854

Linda Ennis
Employer	Engagement	Officer	
086 0679510
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Additional Services to Business:
LMETB	also	offer	additional	supports	to	business	such	as	Mentor	Training,	Work	
Experience	Placements,	Graduate	Placements,	Apprenticeships/Traineeships.	
Further information is available at www.lmetb.ie 

Advanced Manufacturing Training Centre of Excellence – 
Dundalk, Co Louth

The Advanced Manufacturing Training Centre of Excellence (AMTCE) was 
established to address the skills and training needs of the Irish Manufacturing 
Sector, in direct response to the digital advancements and emerging technologies 
transforming Irish businesses. 

The centre and the training provided, working within the Skills to Advance funding 
policy, provides training opportunities for those adopting digitalisation and 
automation strategies and the emerging opportunities they bring, and for those 
potentially at risk of displacement, for upskilling and reskilling to enable them to 
work towards the jobs of the future.

Training	is	practically	orientated	with	hands	on	experience,	using	state-of-the-art	
equipment,	delivered	by	leading	Industry	trainers,	using	flexible	delivery	modes	in	
response	to	identified	industry	needs.

The	AMTCE	course	catalogue	has	an	ever-increasing	range	of	programmes,	you	
can view upcoming training dates here:  https://amtce.mykademy.com/ 

For further information on AMTCE Courses, contact the dedicated Employer 
Engagement	Officer,	as	follows:

Aoife McDaid 
Employer	Engagement	Officer	
086 0357568 
amtceskillstoadvance@lmetb.ie
www.amtce.ie 

 

 *Course content may change from time to time. 
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Funded Training Courses 
for Employers & Employees

I.T. COURSES 

Database Methods (QQI Level 5)    14

Spreadsheets (QQI Level 5)    15

Spreadsheets (QQI Level 6)    16

Word Processing (QQI Level 5)    18

Word Processing (QQI Level 6)    20

International Computer Driving Licence (ICDL)    21

Microsoft	Office	Outlook		  22

Microsoft	Office	Specialist	Excel	Core	2016		  23

Microsoft	Office	Specialist	Excel	Expert	2016		  24

Microsoft	Office	Specialist	PowerPoint	2016		  26

TEAM DEVELOPMENT COURSES

Bookkeeping Manual & Computerised (QQI Level 5)    30

Payroll Manual & Computerised (QQI Level 5)    31

Marketing Practice (QQI Level 5)    32

Digital Marketing (QQI Level 5)    34

Principles and Practices of Selling (QQI Level 5)    35

Freight Forwarding (QQI Level 5)    36

Professional Presentations (QQI Level 6)    37

Reception	and	Front	Office	Skills	(QQI	Level	5)		  38

Personal	Effectiveness	(QQI	Level	5)		  40

Customer Services (QQI Level 5)    42

Psychology of People (QQI Level 5)    44

Team Working (QQI Level 5)    45

Problem Solving (QQI Level 5)    46

MAG Welding    48 

TIG Welding     49

HEALTH & SAFETY COURSES

Infection, Prevention and Control (QQI Level 5)    52

Safety and Health at Work (QQI Level 5)    54

Safety Management (QQI Level 6)    56

MANAGEMENT DEVELOPMENT COURSES

Coaching Models of Practice (QQI Level 6)    60

Human	Resources	(ILM	Level	3	/	NFQ	Level	5)		  62

Human Resources (QQI Level 5)     64

Human Resources (QQI Level 5)    66

Supervisory Management (QQI Level 6)    68

Managing People (QQI Level 6)    70

Leadership	and	Management	Programme	(ILM	Level	4	/	NFQ	Level	6)		  72

Prince 2 Foundation – Project Management    74

Project Management (QQI Level 6)    75

Training	Needs	Identification	and	Design	(QQI	Level	6)		  76

Training Delivery and Evaluation (QQI Level 6)   78

HEALTHCARE COURSES

Care of the Older Person (QQI Level 5)    82

Care Skills (QQI Level 5)    84

Care Support (QQI Level 5)    85

Intellectual Disability Studies (QQI Level 5)    86

Palliative Care Support (QQI Level 5)    88

Special Needs Assistant (QQI Level 5)     89

Special Needs Assistant (QQI Level 6)    90

HOSPITALITY COURSES

Culinary	Techniques	(QQI	Level	5)		  94

Culinary	Techniques	(QQI	Level	6)		  96

Pastry, Baking and Desserts (QQI Level 5)    98

Pastry, Baking and Desserts (QQI Level 6)    99

Meal Service (with Barista) (QQI Level 5)   100

Gastronomy (QQI Level 6)    101

Hospitality Business Systems (QQI Level 6)    102

Culinary Food Safety Management (QQI Level 6)    103

Menu Design and Applied Nutrition (QQI Level 6)    104

Producing a Culinary Event (QQI Level 6)    105

Diploma in Hospitality Supervision and Leadership  

(C&G	Level	3	/	NFQ	Level	5)		  106

Supervisory Management (for the Hospitality Industry)    108

50 Shades Greener     110

Certificate	in	Environmental	Sustainability	Management	in	Hospitality		  112

HAIR AND BEAUTY COURSES

Anatomy & Physiology (QQI Level 5)    116

ITEC	Diploma	for	Beauty	Specialists	(ITEC	Level	2	/	NFQ	Level	4)		  118

Skin	Care,	Eye	Treatments	and	Make-Up	(QQI	Level	5)		  120

Manicure, Pedicure and Waxing (QQI Level 5)    122

ITEC	Diploma	in	Holistic	Massage	(ITEC	Level	3	/	NFQ	Level	5)	  124 

Body Massage and Figure Analysis (QQI Level 5)    126

Indian Head Massage (QQI Level 6)    128

Facial Electrics (QQI Level 5)    129

Body Electrics (QQI Level 5)    130

Electrical Epilation (QQI Level 6)    131

Hairdressing	Senior	Trade	Certificate 
(Level	6	&	VTCT	[ITEC]	Level	2	/	NFQ	Level	3)		  132

GREEN SKILLS COURSES

Environmental Sustainability Awareness (QQI Level 4)    136

Environmental Sustainability in the Workplace (QQI Level 5)    137
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I.T.
Courses
 
Database Methods (QQI Level 5)    14

Spreadsheets (QQI Level 5)    15

Spreadsheets (QQI Level 6)    16

Word Processing (QQI Level 5)    18

Word Processing (QQI Level 6)    20

International Computer Driving Licence (ICDL)    21

Microsoft	Office	Outlook		  22

Microsoft	Office	Specialist	Excel	Core	2016		  23

Microsoft	Office	Specialist	Excel	Expert	2016		  24

Microsoft	Office	Specialist	PowerPoint	2016		  26
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PURPOSE: This	award	will	equip	the	learner	
with the competence to create and modify 
spreadsheets under supervision, using 
common spreadsheet features.

LEARNING OUTCOMES:

On completion of this programme the learner 
will be able to:

• Investigate a range of common uses for 
spreadsheets 

• Explore key spreadsheet elements 
including cells, cell references, numeric, 
alpha, and alphanumeric data, formulae, 
functions, graphs, and macros 

• Demonstrate common spreadsheet 
usability features to include use of 
toolbars, window management, sorting, 
and	filtering	

• Use spreadsheet design features 
involving data and cell formatting 
techniques	which	enhance	understanding	
and legibility

•	 Automate	routine	multi-step	tasks	
through the creation, execution, and 
management of simple macros

• Print complete or partial sections 
of	a	spreadsheet,	formatted	fit	for	
presentation

• Use advanced spreadsheet features 
including absolute and relative cell 
references, conditional IF statements, 
statistical,	financial,	and	date	and	time	
functions

• Generate a variety of types of graphs, 

with appropriate titles and labels, from 
spreadsheet data

• Produce a spreadsheet, with minimal 
supervision, that meets a simple design 
specification	and	is	fit	for	purpose

• Demonstrate personal initiative and 
resourcefulness in editing and amending 
spreadsheets	to	ensure	they	are	fit	for	
purpose.

ASSESSMENT:    
Project 50%    
Examination - Practical 50%

Throughout the course you will receive 
ongoing support in how to complete 
the project and how to prepare for the 
examination. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Outline a range of typical uses for 
databases 

• Describe essential database concepts 
including	database	files,	tables,	records,	
fields,	queries,	and	reports

•	 Explain	the	purpose	of	query	views	such	
as	design,	datasheet,	structured	query	
language (SQL), pivot table, and pivot 
chart 

• Open an existing database and perform 
routine operations including accessing 
records, entering, and editing data, adding 
new records, searching, sorting, and 
managing	fields

• Retrieve selected data from the table(s) 
in a database by designing and building 
simple	queries	which	can	be	stored	for	
re-use	

• Construct a form to facilitate data entry 
into a database 

• Create reports which can be used to 
present selected information from 
a database in a format suitable for 
e-mailing	or	printing	

• Import data from external data sources 
such	as	text	files,	spreadsheets,	or	existing	
database	files

• Develop a database design including 
tables, keys, table relationships to meet a 
given design brief 

• Create a database which includes tables, 
queries,	forms,	and	reports	based	on	a	
given design brief 

• Improve personal performance by using 
additional resources such as the help 
facility to solve familiar and unfamiliar 
database problems. 

ASSESSMENT:   
Project 50%  
Examination - Practical 50%

Throughout the course you will receive 
ongoing support in how to complete 
the project and how to prepare for the 
examination. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Database Methods  
(QQI Level 5)
CODE:    5N0783  
ACCREDITATION:  QQI 
NFQ LEVEL:   5 Minor Award   
CREDIT VALUE: 15

PURPOSE: This	award	will	equip	the	learner	with	
the competence to create and modify databases 
under limited supervision.

Spreadsheets  
(QQI Level 5)
CODE:    5N1977  
ACCREDITATION:  QQI   
NFQ LEVEL:   5 Minor Award  
CREDIT VALUE:  15

LMETB Skills to Advance Funded Training Courses for Employers & Employees
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PURPOSE: This	award	will	equip	the	learner	with	the	competence	to	design	and	create	
spreadsheets	using	advanced	spreadsheet	techniques	working	independently	or	within	a	
supervisory capacity.Spreadsheets  

(QQI Level 6)
CODE:    6N4089  
ACCREDITATION:  QQI   
NFQ LEVEL:   6 Minor Award  
CREDIT VALUE:  15

LEARNING OUTCOMES:

On completion of this programme the learner 
will be able to:

• Describe spreadsheet design principles 
to	include	requirements	analysis,	solution	
design, data inputs and expected outputs, 
data formats, and worksheet layout 

• Customise the user interface to optimise 
application usability by creating default 
file	locations,	customising	toolbars,	
creating custom menus, showing, and 
hiding rows and columns, freezing panels, 
and using multiple windows 

•	 Use	advanced	application-provided	
data manipulation capabilities to include 
logical,	mathematical,	text	and	financial	
functions and formulae

•	 Automate	routine	multi-step	tasks	
through the creation, execution, and 
management of complex macros

• Debug spreadsheet errors using features 
such as formula auditing

• Analyse spreadsheet data using pivot 
tables, charts, and graphics

• Enhance spreadsheet usability through 
worksheet and cell protection, data 
validation, and conditional formatting

• Design a spreadsheet to meet an 
advanced	specification,	implementing	
a comprehensive range of spreadsheet 
features	to	produce	the	required	
outcome

• Assess the suitability of using a 
spreadsheet to achieve a given 
requirement

•	 Critique	spreadsheets	created	by	others	
to include recommendations for any 
required	changes.

ASSESSMENT:    
Project 60%    
Examination - Practical 40%

Throughout the course you will receive 
ongoing support in how to complete 
the project and how to prepare for the 
examination. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

LMETB Skills to Advance Funded Training Courses for Employers & Employees
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PURPOSE:	This	award	will	equip	the	learner	with	the	competence	to	use	a	word	processing	
application to produce documents in a variety of contexts to a mailable or publishable standard 
whilst working autonomously and under general directionWord Processing 

(QQI Level 5)
CODE:    5N1358  
ACCREDITATION:  QQI   
NFQ LEVEL:   5 Minor Award  
CREDIT VALUE:  15

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Describe a typical word processing 
application in terms of common uses and 
features including – text manipulation, 
document formatting, graphics, tabs, 
tables, mail merge and label printing

•	 Identify	frequently	used	toolbar	icons	
and	related	functions	associated	with	file	
handling and text formatting

• Create documents applying a range 
of	text	processing	features	including	-	
margins and line spacing, indenting text 
and paragraphs, borders, and shading, 
numbering and bullets, copying and 
pasting text, enhancing text

•	 Perform	initial	document	configuration	
using	page	setup	features	to	include	-	
headers and footers, page numbering, 
paper size and orientation

•	 Use	a	range	of	proofing	tools	including	
-	spell	check,	thesaurus,	search	and	
replace

•	 Apply	file	management	facilities,	including	
–	creating	files	and	folders,	saving	files	
in	different	formats,	copying	files	and	
folders,	renaming	files,	accessing	file	
details,	finding	files	using	search	facility

• Apply a range of table features including 
– creating tables, resizing, merging 

cells, inserting, or deleting columns and 
rows, aligning text, applying borders, 
and shading to tables and sorting table 
content 

• Create mail merge and labels 

• Use markup capabilities to make track 
changes to documents

•	 Produce	a	range	of	different	types	
of documents using common word 
processing	features	including	-	manual	
text formatting, applying styles, creating 
tables, inserting, and manipulating 
graphics

• Print mailable documents and labels 
using a range of print features, to 
include	-	print	preview,	single	and	
multiple	copies,	printing	specific	pages,	
selecting parameters, and adjusting the 
appearance and positioning of text and 
graphics 

• Use a word processing application to 
create	a	file	from	a	document	template	
by	performing	all	required	steps	including	
creating and storing the template, 
entering data, and printing and storing the 
file	appropriately	for	subsequent	retrieval

• Improve personal performance by using 
additional resources such as the help 
facility to solve familiar and unfamiliar 
word processing problems.

ASSESSMENT:    
Assignment 20%  
Examination - Practical 80%

Throughout the course you will receive 
ongoing support in how to complete the 
assignment and how to prepare for the 
examination. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

LMETB Skills to Advance Funded Training Courses for Employers & Employees
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COURSE CONTENT:

•	 ICDL	Workforce	-	Computer	Essentials	

•	 ICDL	Workforce	-	Presentation	

•	 ICDL	Workforce	-	Documents

•	 ICDL	Workforce	-	Spreadsheets	

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Use essential computer skills in everyday 
life,	academic	settings	and	/	or	the	
workplace

•	 Understand	the	benefits	and	uses	of	
online essentials

• Use technology as a presentation tool

• Set up and understand the uses and 
benefits	of	word	processing

• Set up and understand the uses and 
benefits	of	spreadsheets

ASSESSMENT:    
1 examination per module

Throughout the course you will receive 
ongoing support.

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

ICDL Workforce 
(Computer 
Essentials, 
Word, Excel, and 
PowerPoint)

PURPOSE: The aim of this programme is 
to	equip	the	learner	with	the	digital	skills	to	
demonstrate	their	effective	use	of	technology	
in the workplace.

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Manage a word processing application to 
include customising menus and toolbars 
and automating common tasks by using 
macros

•	 Utilise	advanced	file	handling	techniques	
to	include,	converting	files	to	suitable	
format,	creating	files	and	folders,	
advanced search functions and extracting 
data as appropriate

•  Generate complex documents using 
tools	and	techniques	to	create	tables	
and texts to include creating templates, 
inserting headings, footnotes and 
endnotes, watermarks and numbered 
paragraphs, indexes, tables of contents 
and	cross-references

•	 Organise	information	of	different	types	
within a document to include exporting 
and	importing	objects	between	different	
software, and reference external 
data using hyperlinks and embedded 
documents 

• Format complex documents using 
tools	and	techniques	for	characters,	
paragraphs, sections and columns, format 
text	in	different	sections	and	create	and	
modify styles 

• Edit complex documents using advanced 
editing	techniques	and	tools	to	include	
changing security settings, authoring 
tools,	modify	different	versions	and	sort	
and merge a data source with a main 
document and for the generation of labels

•	 Prioritise	efficient	work	practices	in	
relation to the use of the computer, 
printer, and materials

• Take responsibility for own work and or 
the work of others while planning and 
adhering to timelines within a supervisory 
capacity. 

ASSESSMENT:    
Portfolio / Collection of Work 100%   

Throughout the course you will receive 
ongoing support in how to complete the 
portfolio/collection	of	work.	

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Word Processing 
(QQI Level 6)
CODE:    6N4977  
ACCREDITATION:  QQI   
NFQ LEVEL:   6 Minor Award  
CREDIT VALUE:  15

PURPOSE: This	award	will	equip	the	learner	
with the competence to use a word processing 
application to produce complex documents 
within	a	range	of	specific	contexts	working	
independently and or taking responsibility for the 
work of others

LMETB Skills to Advance Funded Training Courses for Employers & Employees
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Microsoft Office 
Specialist  
Excel Core 2016

PURPOSE: This programme module aims to 
equip	the	learner	with	the	knowledge,	skills,	and	
competence	to	confidently	use	Microsoft	Excel	
for everyday use and in the workplace

COURSE CONTENT:

• Creating and Managing Worksheets and 
Workbooks

• Create formulae

• Managing Data Cells and Ranges

• Creating Tables

• Performing Operations with Formulas and 
Functions

• Creating Charts and Objects

LEARNING OUTCOMES:  On completion of this 
programme the learner will be able to:

• Create Worksheets and Workbooks 

• Navigate in Worksheets and Workbooks

• Format Worksheets and Workbooks

• Customize Options and Views for 
Worksheets and Workbooks

•	 Configure	Worksheets	and	Workbooks	for	
Distribution

• Insert Data in Cells and Ranges

• Format Cells and Ranges

• Summarize and Organize Data

• Create and Manage Tables

• Manage Table Styles and Options

• Filter and Sort a Table

• Summarize Data by using Functions

• Perform Conditional Operations by using 
Functions

• Format and Modify Text by using 
Functions

• Create Charts

• Format Charts

• Insert and Format Objects

ASSESSMENT:    
Examination (MOS 77-727)

Throughout the course you will receive 
ongoing support in how to prepare for the 
examination.

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

COURSE CONTENT:

• Set up and customise Outlook

• Create and send emails

• Manage mail

• Organise your inbox

• Contacts and Tasks

• Calendar

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Manage the Outlook environment

• Categorise items

•	 Show	and	hide	fields

• Create and format item content

• Create and send emails

• Create item content 

• Manage email messages

• Manage contacts

• Manage calendar content 

• Work with Tasks, Notes and Journal 
entries

ASSESSMENT:   
Examination 100%

Throughout the course you will receive 
ongoing support in how to prepare for the 
examination

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Microsoft Office 
Outlook

PURPOSE: To provide the trainees with the skills, 
knowledge and attitude that will enable them to 
create, format, organise and schedule emails. 
Organise appointments, create and manage 
contacts

LMETB Skills to Advance Funded Training Courses for Employers & Employees
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PURPOSE: This	programme	aims	to	equip	the	learner	with	the	competency	in	creating,	managing,	
and distributing professional and more complex spreadsheets for a variety of specialized purposes 
and situations., using advanced tools and functions for collaborating with workgroupsMicrosoft Office 

Specialist  
Excel Expert 2016

COURSE CONTENT:

• Import and export data to a spreadsheet 
from	text	files	and	other	applications

• Managing Advanced Workbook Options 
and Settings

• Manage and Format Advanced Data

• Create Advanced Formulas and Macros

• Manage Advanced Charts and Tables 

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Manage workbooks and prepare them for 
collaboration 

•	 Use	and	configure	language	options

• Fill cells based on existing data

• Format and validate data

• Apply advanced conditional formatting 
and	filtering

• Perform logical operations in formulas

• Look up data by using functions

• Use advanced date and time functions

• Perform data analysis

• Troubleshoot formulas

• Create and modify simple macros

• Create and modify advanced charts

• Create and modify PivotTables

• Create and modify Pivot Charts

ASSESSMENT:    
Examination (MOS 77-728)

Throughout the course you will receive 
ongoing support in how to prepare for the 
examination. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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PURPOSE: This	programme	module	aims	to	equip	the	learner	with	the	knowledge,	skills,	and	
competence	to	confidently	create,	modify	and	deliver	slide	presentations	using	Microsoft	
PowerPoint for everyday use and in the workplaceMicrosoft Office 

Specialist 
PowerPoint 2016

COURSE CONTENT:

• Create and manage presentations

• Insert and format text, shapes, and 
images

• Insert tables, charts, SmartArt, and media

• Apply transitions and animations

• Manage multiple presentations 

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Create Workbooks; Import an Outline 
from Microsoft Word

• Insert, Hide, Unhide, and Delete Slides; 
Modify Layouts, Headers, and Footers

• Work with Slide Masters; Create and 
Modify Slide Layouts

• Modify the Handout and Notes Masters, 
Order and Group Slides

• Change Slide Size and Presentation 
Views; Set File Properties

•	 Assess	Printing	Options;	Configure	and	
Present a Slide Show

• Insert Text on Slides, Format Text on 
Slides, Insert & Format Shapes and Text 

Boxes

• Insert and Format Images, Order and 
Group Objects

• Create, Import and Format Tables

• Create, Import and Format Charts

• Creating and Formatting SmartArt 
Graphics

•	 Insert,	Configure	and	Manage	Media	Files

• Apply Slide Transitions; Apply Animation 
to Objects; Set Animation Options, Paths 
and Transition Timing

• Merge Content from Other Presentations; 
Inserting and Reviewing Comments

• Protect, Inspect, and Proof Presentations; 
Preserve and Export Presentations

ASSESSMENT:    
Examination (MOS-77-729) 

Throughout the course you will receive 
ongoing support in how to prepare for the 
exam.

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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Team  
Development
Courses
 
Bookkeeping Manual & Computerised  
(QQI Level 5)    30

Payroll Manual & Computerised (QQI Level 5)    31

Marketing Practice (QQI Level 5)    32

Digital Marketing (QQI Level 5)    34

Principles and Practices of Selling (QQI Level 5)    35

Freight Forwarding (QQI Level 5)    36

Professional Presentations (QQI Level 6)    37

Reception	and	Front	Office	Skills	(QQI	Level	5)		  38

Personal	Effectiveness	(QQI	Level	5)		  40

Customer Services (QQI Level 5)    42

Psychology of People (QQI Level 5)    44

Team Working (QQI Level 5)    45

Problem Solving (QQI Level 5)    46

MAG Welding    48 

TIG Welding     49
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PURPOSE: This	award	will	equip	the	learner	
with the competence to produce and maintain 
accurate bookkeeping records for a range of 
organisations, using manual and computerised 
systems.

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Explain the key terminology associated 
with the recording and maintenance of 
bookkeeping records, using manual and 
computerised systems

• Outline the advantages and 
disadvantages of a computerised system 
over a manual one for record keeping 
purposes

•	 Complete	the	books	of	first	entry	with	
appropriate VAT and departmental 
analysis from the information contained in 
a range of source documents to include: 
invoices, credit notes, bank records, petty 
cash vouchers

• Post the information from the daybooks to 
the appropriate accounts in the ledgers

• Extract a trial balance at the end of an 
accounting period

• Prepare a Bank Reconciliation Statement 
from data supplied

•	 Prepare	the	end-of-period	VAT	Return	in	
accordance	with	the	requirements	of	the	
Revenue Commissioners

• Process all tasks as per the manual ones 

using an accounts package, comparing 
manual and computerised results 

• Analyse tasks completed making 
appropriate corrections to any errors and 
editing of data as directed 

• Print a selection of reports after backing 
up computerised data on a suitable 
medium.

ASSESSMENT:    
Project 50%    
Examination - Practical 50%

Throughout the course you will receive 
ongoing support in how to complete the 
project and prepare for the examination. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Bookkeeping 
Manual and 
Computerised
CODE:    5N1354  
ACCREDITATION:  QQI   
NFQ LEVEL:   5 Minor Award   
CREDIT VALUE:  15

PURPOSE: This	award	will	equip	the	learner	
with the competence to operate and maintain 
accurate payroll records using manual and 
computerised systems, for an organisation, 
working under general direction and 
supervision.

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Explain the key terminology associated 
with personal taxation in preparing and 
maintaining payroll records both manually 
and on the computer

• Outline the advantages and 
disadvantages of a computerised system 
over a manual one for payroll processing 
purposes

• Process the payroll for employee(s), using 
manual and computerised systems, under 
the cumulative tax system, to include 
various elements of gross pay, holidays, 
unpaid	leave,	cut-off	points,	credits,	all	
statutory	and	non-statutory	deductions

• Process the payroll for employee(s), 
under the emergency and temporary tax 
systems	and	subsequent	transfer	to	the	
cumulative tax system 

• Demonstrate the changes in personal tax 
due	to	various	factors	to	include	mid-
year commencement and leaving of 
employment, changes in credits, refunds

• Extract information from completed 
records	to	prepare	all	necessary	mid-year	
and yearend tax forms for employees 

• Extract information from completed 
records	to	prepare	all	necessary	end-of-
period and year end returns and tax forms 
for the Revenue Commissioners 

•	 Assess	the	effect	of	using	alternative	
assessment methods to calculate the 
annual tax liability of married couples 

• Analyse the impact of changes in 
legislation	on	personal	tax	and	take-home	
pay by comparing two tax years 

• Print a selection of reports after backing 
up computerised data on a suitable 
medium.

ASSESSMENT:    
Assignment 60%    
Examination - Practical 40%

Throughout the course you will receive 
ongoing support in how to complete the 
assignment and prepare for the examination. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Payroll Manual  
and Computerised
CODE:    5N1546  
ACCREDITATION:  QQI   
NFQ LEVEL:  5 Minor Award  
CREDIT VALUE:  15
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PURPOSE: The	award	will	equip	the	learner	with	the	competence	to	operate	effectively	in	a	range	
of marketing related contexts using the principles and concepts underpinning marketing practice.

Marketing  
Practice
CODE:    5N1400  
ACCREDITATION:  QQI   
NFQ LEVEL:   5 Minor Award   
CREDIT VALUE:  15

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Explore the role of marketing in a range of 
organisations

•	 Differentiate	between	Business	to	
Business and Business and Consumer 
markets

• Examine the elements of the Marketing 
Mix, to include Product, Price, Promotion 
and Place 

• Explore the stages in the buying and 
purchasing decision making process for 
organisations and consumers to include 
the	characteristics	and	factors	affecting	
buying behaviour

• Analyse the role of Market Research, 
differentiating	between	primary	and	
secondary	research	and	quantitative	and	
qualitative	research	methods

• Examine the life cycle of a range of 
products to include the role of new 
product development, design, packaging 
and branding on the marketplace

• Analyse elements of price setting to 
include	a	range	of	pricing	techniques	
and strategies, competitor pricing and 
organisational and market conditions in 
Fast Moving Consumer Goods (FMCG), 
durables and service sectors

• Explore elements of the promotional mix 
to include, budget, appropriate mix for 

different	products	and	services	and	the	
effectiveness	of	different	promotional	
strategies 

• Examine the role of distribution in the 
marketing mix to include the types of 
distribution channels and the selection 
of appropriate distribution channels for a 
range of products and services 

• Carry out market research applying 
appropriate	techniques	and	research	
methodologies

• Analyse market research results, drawing 
appropriate recommendations 

• Apply the concept of product life cycle, 
tracing the life cycle for a range of 
products 

• Apply an appropriate element of the 
promotional mix to develop promotional 
plan for a product or service 

• Conduct a SWOT (Strengths, Weakness, 
Opportunities and Threats) analysis

•	 Evaluate	the	effectiveness	of	marketing	
strategies for a range of products and 
or	services,	including	the	influence	
of branding, the pricing strategy, the 
elements of the promotional mix and the 
influence	of	the	distribution	channel	on	
supplier and end user 

•	 Develop	a	marketing	plan	for	a	specific	
product and or service. 

ASSESSMENT:    
Assignment 60%   
Examination - Theory 40%

Throughout the course you will receive 
ongoing support in how to complete the 
assignment and how to prepare for the theory 
examination. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

•	 Outline	the	unique	characteristics	of	the	
web as a marketing medium

•	 Differentiate	digital	marketing	from	
traditional marketing practice

• Identify digital marketing strategies and 
explain their integration with traditional 
marketing

• Outline the stages of analysis, 
development, implementation, and 
control of digital marketing campaigns 

•	 Identify	e-tools	to	include	social	media	
marketing, blogs, rich media, email 
marketing, search engine optimization, 
online advertising, and their application to 
digital marketing campaigns 

• Outline strengths and weaknesses across 
a	range	of	e-tools

• Develop customised digital marketing 
campaigns	to	include	the	use	of	e-tools

•	 Evaluate	the	effectiveness	of	campaigns	
using	analytical	e-tools	

• Plan a digital marketing campaign from 
inception to completion 

•	 Choose	appropriate	e-tools	to	implement	
a digital marketing strategy 

• Monitor digital marketing campaigns 
and	use	e-tools	to	include	web	

analytics, social media monitoring and 
social bookmarking, to measure their 
effectiveness

• Demonstrate a range of client 
management relationship skills to 
establish	and	maintain	the	business-to-
business process.

ASSESSMENT:    
Project 50%    
Portfolio/Collection of Work 50%

Throughout the course you will receive 
ongoing support in how to complete the 
project	and	portfolio/collection	of	work.	

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Digital Marketing
CODE:    5N1364 
ACCREDITATION:  QQI   
NFQ LEVEL:   5 Minor Award  
CREDIT VALUE:  15

PURPOSE: The	award	will	equip	the	learner	
with the competence to develop and execute 
digital marketing strategies and activities, under 
supervision,	using	a	range	of	e-tools	within	a	
range of digital marketing contexts. PURPOSE: The	award	will	equip	the	learner	

with the competence in the principles and 
practices underpinning the psychology of 
selling to enable the leaner to apply best 
practice in the sales process.

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Examine the psychology and basic 
philosophy of selling

• Explore the concept of personality to 
include an evaluation of the learner’s 
own personality and that of potential 
customers

• Identify the psychological stages in the 
consumer decision making process 
for both consumers and organisational 
purchases	and	the	factors	that	affect	
these decisions

• Summarise the six psychological stages in 
the selling process

•	 Explore	questioning	techniques	that	may	
be used in the selling process

• Evaluate the importance of planning and 
preparation in selling

• Identify the legal responsibilities of the 
salesperson based on an analysis of 
current legislation

• Employ methods to create rapport and 
trust with the customer

•	 Design	pre-planned	questions	to	lead	
customers to purchase a product or 
service

• Identify the post sales activities essential 
to	building	long-term	customer	
relationships

• Execute a comparative analysis on 
competing products

•	 Employ	a	range	of	techniques	to	handle	
objections which may occur during a sale

•	 Employ	a	range	of	techniques	in	closing	a	
sale.

ASSESSMENT:    
Skills Demonstration 50%   
Examination - Theory 50%

Throughout the course you will receive 
ongoing support in how to prepare for the 
skills demo and theory examination. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Principles and 
Practices of 
Selling
CODE:    5N2062  
ACCREDITATION:  QQI   
NFQ LEVEL:   5 Minor Award  
CREDIT VALUE:  15
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LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Analyse the term ‘logistics’ and the part 
played by the forwarding agent in a 
logistics system

• Detail the services given by freight 
forwarding companies, to include 
clearance formalities, types of loads, 
documentation, and payment

• Illustrate the impact of information 
technology on freight forwarding, to 
include	effect	on	people,	purchasing	
patterns, time, and cost 

• Summarise the purpose and use of 
standard transit information systems and 
documents, to include the essential basic 
documents	required	for	import	and	export	
shipments 

•	 Detail	the	additional	documents	required	
in each mode of transport, to include 
road, rail, sea, air 

• Detail the purpose and use of specialist 
movement	certification	and	regulations	

• Summarise the essential factors to be 
considered when choosing a transport 
mode, highlighting the advantages and 
disadvantages of a range of transport 
modes

• Analyse the transport options available 
to a freight forwarder, including the 
individual elements of means, way, and 
terminal

• Illustrate the impact of independent 
and commissioned reports on transport 
in Ireland, to include road systems, rail 
systems, port development, air corridor, 
access transport 

• Describe common container types, 
vehicle types, intermodal issues, and their 
support infrastructure 

• Comment on a range of industry 
representative groups and or associations 
involved	in	influencing	policy	in	Ireland	on	
transport and trade 

• Summarise the reasons for trade 
agreements	and	classification	of	goods	

• Describe the development of the General 
Agreement	on	Tariffs	and	Trade	(GATT)	to	
the resent day.

ASSESSMENT:    
Examination - Theory 100%   

Throughout the course you will receive 
ongoing support in how to prepare for the 
theory examination. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Freight Forwarding
CODE:    5N2728  
ACCREDITATION:  QQI   
NFQ LEVEL:   5 Minor Award  
CREDIT VALUE:  15

PURPOSE: The	award	will	equip	the	learner	with	
the competence to apply the principles, concepts 
and processes of freight forwarding in a logistics 
distribution environment whilst working under 
direction.

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

•	 Appraise	the	importance	of	effective	
professional presentation in a business 
and training environment 

• Value powerful visual presentation using 
sophisticated presentation skills in a 
business and training environment 

•	 Acquire	an	in-depth	knowledge	
of presentation software so that 
presentations can be created, managed, 
and delivered 

• Evaluate cognitive learning theories 
and methods such as auditory, visual, 
kinaesthetic styles of learning 

• Utilise design and planning tools to 
facilitate communication, engagement 
and learning by the target audience 

• Utilise multimedia tools and visual aids to 
include charts, diagrams, graphs, images, 
audio	files,	to	ensure	objectives	of	the	
presentation are achieved 

• Troubleshoot macros and templates to 
design a coherent presentation 

• Research the context and content of the 
material/data	to	be	presented	and	the	
profile	of	the	target	audience

• Supervise facilities and resources so that 
presentations can be delivered within 
optimum presentation conditions 

• Utilise assistive technology to ensure all 
members of the audience are engaged 
with all communications.

ASSESSMENT:   
Skills Demo 50%  
Learner Record 30%  
Portfolio/Collection of Work 20% 

Throughout the course you will receive 
ongoing support in how to complete the 
learner	record	and	portfolio/collection	of	
works and how to prepare for the skills demo. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Professional 
Presentations 
CODE:    6N4006  
ACCREDITATION:  QQI   
NFQ LEVEL:   6 Minor Award   
CREDIT VALUE: 15

PURPOSE: The	award	will	equip	the	learner	
with the competence of presentation software 
and communication skills that can be used in a 
business and training environment.
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PURPOSE: The	award	will	equip	the	learner	with	the	competence	required	to	carry	out	reception	
related	tasks	and	operations	as	a	front-line	representative	in	a	range	of	organisations.

Reception and 
Front Office Skills
CODE:    5N1407  
ACCREDITATION:  QQI   
NFQ LEVEL:  5 Minor Award  
CREDIT VALUE:  15

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Examine the skills, functions and 
responsibilities of a receptionist or 
front-line	office	representative	within	an	
organisation 

• Outline the products, services, key 
policies, structures, and personnel of an 
organisation 

• Explore the range of telecommunications 
network	equipment	used	within	a	
reception	and	or	front	office	context,	to	
include, telephone management systems, 
electronic directories, and computer 
networks 

• Source information from the internet, 
reservation systems, postal services, call 
and or courier logs and messaging service

• Explain a range of telephone 
communications terms 

• Outline aspects of safety and health at 
work legislation pertaining to working 
within a reception context including 
security and emergency procedure 
requirements

•	 Identify	the	process	for	the	flow	of	
information to and from an organisation 
and sources of reference or information 
within an organisation 

•	 Plan	a	reception	layout	and	describe	office	
equipment	in	the	reception	area	

• Apply a range of communication skills 
including personal, interpersonal, and 
technological	proficiencies	using	effective	

tone, pitch, use of voice and body 
language 

•	 Operate	a	range	of	equipment	in	
the reception area to include a 
telecommunications system, an intercom, 
pager, a computerised data entry system, 
electronic diary, photocopier, scanner, fax 
machine	and	postal	automation	equipment	

• Produce reception material to include 
notices,	inventory	of	equipment,	stock	
requisitions,	petty	cash	system,	diary,	post	
log, visitors log and telephone messages 

•	 Respond	quickly	in	pressurized	reception	
related	circumstances	requiring	fast	and	
efficient	comeback	

• Display a professional approach to 
receiving	visitors,	use	effective	customer	
service skills, upkeep of visitors¿ logbook, 
use initiative around unexpected visitors 
and maintain composure when dealing 
with complaints 

• Present a range of documents including 
order form, invoices, and processing travel 
expenses 

• Apply a range of general administrative 
skills within the reception and or front 
office	context,	to	include	filing,	booking,	
and preparing for board meetings or 
conferences, organising visitors¿ waiting 
area, arranging appointments, preparing 
an itinerary, making reservations, providing 
information to visitors, ordering stationery, 
dealing with incoming and outgoing postal 
dispatches and courier services.

ASSESSMENT: Skills Demo 50%   
Portfolio/Collection of Work 50%

Throughout the course you will receive 
ongoing support in how to complete the 
portfolio/collection	of	work	and	how	to	
prepare for the skills demo. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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PURPOSE: The	award	will	equip	the	learner	with	the	competence	to	apply	a	range	of	personal	and	
learning skills in a variety of personal, civil, and vocational contexts, operating with autonomy while 
under general direction.Personal 

Effectiveness
CODE:    5N1390  
ACCREDITATION:  QQI   
NFQ LEVEL:   5 Minor Award   
CREDIT VALUE: 15

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Examine the principles and practice of 
personal	effectiveness	

• Comment on the structure and purpose 
of a chosen organisation, to include its 
mission and the functions and interaction 
of sections within the organisation

•	 Reflect	on	their	own	personal	role	in	an	
organisation, to include the skills needed 
for their job, personal strengths and 
weaknesses, and the people, issues and 
work	practices	which	influence	how	they	
do their work

•	 Explore	the	concept	of	problem-solving,	
to	include	distinction	between	different	
types of problems, methods of collecting 
information, use of problem statements, 
and the advantages and disadvantages of 
a range of analysis methods

•  Investigate the features and objectives 
of	meetings,	to	include	different	types	of	
meetings, the roles of key participants, 
the impact of personal attitude and 
participation, and the issues that can 
affect	the	conduct	and	productivity	of	a	
meeting 

• Examine the objectives of working in 
groups, to include the factors contributing 
to	effective	groups,	different	roles	of	
group members, possible barriers to 
participation	and	sources	of	conflict,	

and	reflection	on	personal	experience,	
including	groups	which	were	effective	
and those which were not 

• Find solutions for problems using a range 
of	techniques,	to	include	constructing	a	
problem statement, selecting analysis 
methods, and deciding on the best 
resolution

• Prepare a presentation on a chosen topic 
or issue, to include its content, structure, 
likely	questions	that	will	be	asked,	aids	
to support the presentation, optimum 
room layout, and designing a feedback or 
evaluation sheet for use at the end of the 
presentation 

• Organise a meeting on a chosen topic or 
issue, to include purpose, agenda, and 
time limit 

• Carry out a presentation, to include 
interacting with the audience, responding 
to	questions	and	comments,	and	self-
evaluation of own performance 

• Participate in a meeting in an appropriate 
role, to include contributing to discussion 
and decisions, taking personal notes, 
evaluating how the meeting went and the 
impact of their own personal contribution

• Participate in a group, to include 
communicating	effectively,	assessing	
personal strengths and weaknesses in 
their own contribution, and evaluating the 
overall achievement of the group. 

ASSESSMENT:   
Skills Demo 50%  
Portfolio/Collection of Work 50% 

Throughout the course you will receive 
ongoing support in how to complete the 
portfolio/collection	of	works	and	how	to	
prepare for the skills demo. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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PURPOSE: The	award	will	equip	the	learner	with	the	competence	to	provide	effective	customer	
service within a work, social or voluntary environment, operating independently while under general 
supervision.Customer 

Services
CODE:    5N0972  
ACCREDITATION:  QQI   
NFQ LEVEL:   5 Minor Award   
CREDIT VALUE:  15

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Examine the principles of customer 
service within a range of environments

• Identify the key features of good 
customer service, to include 
distinguishing	between	different	kinds	
of	customers,	making	a	good	first	
impression, meeting customer needs, 
catering for diversity and disability, 
understanding and responding to 
customer perceptions

• Explain the standards or rating system by 
which customer service is developed and 
measured	in	an	industry-specific	area	

•	 Identify,	for	a	vocationally	specific	area,	
key elements of consumer legislation and 
the functions of associated regulatory 
organisations providing customer 
protection, representation, and redress 

• Explain how customer service enhances 
organisational	effectiveness	and	
success, to include practical examples of 
organisations with good customer care 

• Describe how customer perceptions can 
be	influenced,	to	include	elements	such	
as the physical environment, printed 
materials, the personal presentation and 
conduct of a customer contact person

•	 Apply	the	personal	skills,	qualities	and	
attitudes	required	to	perform	effectively	

when dealing with customers, to include 
active listening skills, positive body 
language and observation of customer 
behaviour

• Use appropriate communication 
technologies to include, telephone, audio 
visual, conferencing, email, and other 
interactive media in a range of customer 
service situations

• Use written and verbal skills to include 
appropriate style, language, and tone 

• Handle a range of correspondence 
and records providing a service to the 
customer, to include orders, invoices, 
payments, and correspondence made 
both in writing and electronically 

• Respond to customer complaints 
and compliments in accordance with 
organisational policy

• Handle a range of challenging situations, 
to include late and unexpected arrivals, 
customer	errors,	difficult	customers,	
changing environments 

• Demonstrate team or group work in 
providing customer care, to include 
allocation of roles and responsibilities, 
good communication and feedback, 
awareness of personal strengths 
and weaknesses when dealing with 
customers

ASSESSMENT:   
Skills Demo 50%  
Portfolio/Collection of Work 50% 

Throughout the course you will receive 
ongoing support in how to complete the 
portfolio/collection	of	work	and	how	to	
prepare for the skills demo. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Outline the essential features of 
a range of psychological theories 
including at least two of behaviourism, 
psychodynamic theory, cognitive and 
developmental theory, and humanism 

• Outline cycles of human growth, 
development, and change, including 
impediments and supports

• Examine the impact of belief, including 
stereotyping, attitudes, prejudices, and 
assumptions	in	the	psychological	well-
being of the self

• Identify ways that personal physiological 
and	psychological	well-being	are	
impacted by environment and 
experiences, including when managing 
stressful situations, coping with change, 
giving, and receiving feedback 

• Explain the relationship between beliefs, 
assumptions, and attitudes in personal 
and group behaviour 

•	 Demonstrate	effective	listening	skills,	
empathy, unconditional positive regard, 
and realness in a work setting 

• Identify personal responsibilities, 
capabilities limitations and boundaries in a 
work setting 

• Recognise underpinning theoretical 
frameworks, worldviews or attitude, 
beliefs and assumptions underpinning 
different	social	and	professional	
environments, including as appropriate 
community,	educational,	child-care,	or	
social care settings 

•	 Identify	features	for	the	effective	
protection	of	psychological	well-being,	
including sleep, diet, exercise, positive 
regard, and sources for support

ASSESSMENT:   
Portfolio / Collection of Work 50%  
Examination - Theory 50%

Throughout the course you will receive 
ongoing support in how to prepare the 
portfolio	/	collection	of	work	and	how	to	
prepare for the theory examination. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Psychology of 
People
CODE:    5N3634  
ACCREDITATION:  QQI   
NFQ LEVEL:   5 Minor Award   
CREDIT VALUE:  15

PURPOSE: The	award	will	equip	the	learner	
with	the	competence	required	to	relate	a	broad	
overview of psychological perspectives to 
personal	well-being	and	to	routine	social	and	
professional situations.

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Examine the concept, features, types, and 
impact of teamwork within diverse formal 
and informal structures, for organisations, 
systems, and individuals

• Analyse the roles, responsibilities, 
characteristics, and skills of team 
members, including leaders, coaches, and 
trainers

• Analyse the elements and stages of team 
development

• Summarise key opportunities and 
challenges	of	inter	and	intra-teamwork	or	
of	multi-team	environments

• Participate in setting team objectives and 
subsequent	evaluation,	to	include	control	
mechanisms such as ongoing feedback 
and documentation, and performance 
measurement

• Participate in core teamworking activities, 
to	include	negotiation,	problem-solving,	
finding	solutions,	decision-making	and	
conflict	resolution

• Demonstrate appropriate 
communications,	problem-solving	and	
negotiation	techniques	in	a	range	of	
teamworking situations and roles, to 

include leadership roles and giving and 
receiving feedback 

• Monitor personal strengths and 
weaknesses as a team participant, 
including interpersonal communications 
skills	and	problem-solving	skills.	

ASSESSMENT:   
Portfolio / Collection of Work 60%   
Skills Demonstration 40%

Throughout the course you will receive 
ongoing support in how to prepare the 
portfolio	/	collection	of	work	and	how	to	
prepare for the skills demo. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Team 
Working
CODE:    5N1367  
ACCREDITATION:  QQI   
NFQ LEVEL:   5 Minor Award  
CREDIT VALUE:  15

PURPOSE: The	award	will	equip	the	learner	with	
the	competence	required	to	work	as	an	effective	
member of a team, operating independently 
while under general direction and within a range 
of	diverse,	team-oriented	environments.
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PURPOSE: The	award	will	equip	the	learner	with	the	competence	required	to	practice	effective	
problem	solving	in	everyday	life	and	vocationally	specific	contexts,	operating	independently	while	
under general direction.Problem  

Solving
CODE:    5N1615  
ACCREDITATION:  QQI   
NFQ LEVEL:   5 Minor Award   
CREDIT VALUE:  15

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Examine the principles and practice of 
problem solving within a range of work 
and or social contexts

•	 Explain	the	concept	of	problem-solving,	
to include reference to intellectual and 
emotional dimensions and the need for 
problem-solving	skills	in	everyday	life,	in	
work, and in the public arena

• Cite good examples of practice in 
problem-solving	in	public	and	private	life	
as well as examples of problems that, to 
date, have proved insoluble

• Identify reasons why problems can be 
difficult	to	solve,	to	include	the	impact	
of people, of circumstances, events, 
resources, tools, technologies, and other 
barriers to progress 

•	 Describe	a	range	of	techniques	and	
methods that can be used to solve 
different	problems,	to	include	ways	of	
shaping and understanding a problem, 
gathering comprehensive information 
on the problem, and how to reach a 
satisfactory outcome or solution

•	 Demonstrate	the	personal	skills	required	
for	effective	problem-solving,	to	include	
problem-shaping,	information-gathering,	
analytical skills, an ability to understand 
other perspectives, creativity, and 
decision-making

•	 Apply	appropriate	problem-solving	
techniques	to	a	range	of	real	or	potential	
problems in personal and or work life, 
to include an ongoing record of the 
process, progress made, and the eventual 
outcome

• Collaborate with others where needed to 
assist	with	a	problem-solving	activity,	to	
include advice and or practical support 
from team members and supervisors

•	 Reflect	on	the	experiences	gained	
through problem solving activities, to 
include observations on lessons learned, 
personal strengths and weaknesses, and 
areas for improvement

• Apply problem solving skills to a wide 
variety of familiar and unfamiliar contexts 
taking	responsibility	for	the	quality	of	
outputs.

ASSESSMENT:   
Project 50%   
Skills Demonstration 50% 

Throughout the course you will receive 
ongoing support in how to prepare the project 
and how to prepare for the skills demo. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

•	 Use	MAG.	welding	equipment	to	weld	lap	
joints in the 2F and 3F positions, tee joints 
in the 2F and 3F positions and outside 
corner joints in the 2F and 3F position

• Understand the process used here is 
MAG, and that as an active gas it is used 
to give strength to the weld

• Understand the process used is a 
continuous wire fed electrode to form 
the Arc causing material to melt and fuse 
and	forms	the	filler	wire	for	build-up	and	
strength.

• Weld joints to include butt, lap, outside 
corner	and	T	fillets,	in	the	flat,	horizontal,	
vertical, and overhead positions.

• Material used is Carbon Steel, up to 10mm 
plate.

*Please Note - Good hand/eye co-ordination 
and good manual dexterity required. Contact 
lens cannot be worn during welding.  Protective 
clothing and shoes must be worn.

ASSESSMENT:   
Testing will be carried out on Carbon Steel and 
certified	to	EN	9606	standard.	

Throughout the course you will receive 
ongoing support.

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

MAG  
Welding

PURPOSE: MAG Welding is used in a variety of 
industries;	it	is	versatile	and	allows	high	quality	
results. It is used in manufacturing and heavy 
engineering.  The aim of the MAG welding course 
Is to provide you with the skills, knowledge and 
competence which will enable you to use MAG 
Welding	equipment	safety	&	correctly.	

PURPOSE: Tig Welding is a very precise 
process most commonly used for Stainless 
Steels,	Mild/Carbon	Steel,	Aluminium.	It	uses	
a	non-consumable	electrode	to	form	the	
Arc	and	filler	wire	may	or	may	not	be	used	
depending	on	the	requirement.

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Weld joints include butt, lap, outside 
corner	and	T	fillets,	in	the	flat,	horizontal,	
vertical, and overhead positions.

• Use Carbon Steel, Stainless Steel and 
Aluminium up to 3mm thickness.

*Please Note - Good hand/eye co-ordination 
and good manual dexterity required. Contact 
lens cannot be worn during welding.  Protective 
clothing and shoes must be worn.

ASSESSMENT: Testing will be carried out on 
Stainless Steel and Aluminium to whatever 
standard	a	candidate	can	achieve	and	certified	
to EN 9606 standard.

Throughout the course you will receive 
ongoing support from your Trainer.

On completion you can progress to Advanced 
level of TIG Welding covering Pipe Work.

FOR MORE INFORMATION or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

TIG  
Welding 
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Health  
& Safety 
Courses
 
Infection, Prevention and Control (QQI Level 5)    52

Safety and Health at Work (QQI Level 5)    54

Safety Management (QQI Level 6)    56 
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PURPOSE: The	award	will	equip	the	learner	with	the	competence	to	prevent	and	control	infection	
within the health services area.

Infection, Prevention 
and Control
CODE:    5N3734  
ACCREDITATION:  QQI   
NFQ LEVEL:   5 Minor Award   
CREDIT VALUE:  15

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Explain the basic principles of infection 
and the application of standard 
precautions in relation to infection control, 
to	include	the	significance	of	an	Area	of	
Infection Control 

• Discuss the importance of infection 
prevention and control in the healthcare 
area, in providing a healthy environment 
for	patients,	staff	and	visitors	

• Summarise the various types of 
microorganisms,	the	elements	required	
for	the	growth,	spread	and	subsequent	
infection process, to include direct and 
indirect contact, knowledge of the chain 
of infection and the need for vigilance and 
safe practice always 

• Analyse the predisposing factors to the 
development	of	healthcare-acquired	
infections to include contact precautions, 
respiratory precautions, and enteric 
precautions 

• Discuss the role and functions of the 
local infection control team members, 
to include local policy in relation to 
dress,	staff	health	and	travel	associated	
infections 

• Investigate the terms cleaning, 
disinfection, and sterilisation to include 
cleaning standards, procedures and 
frequencies	while	paying	special	attention	
to	decontamination	of	equipment,	
including	patient	care	equipment	

• Identify the main blood borne viruses 
which pose a threat and the methods that 
prevent the spread of infections 

• Examine the role of antibiotics and the 
importance of correct and safe antibiotic 
use to avoid antibiotic resistance

•	 	Differentiate	between	social	hand	
hygiene, antiseptic hand hygiene and 
surgical hand hygiene to include the 
correct use of alcohol hand gels and the 
need for good personal skin care and 
efficient	hand	washing	

• Implement the local terminal cleaning 
procedure in a range of settings, such as 
an isolation room, single use items and 
outbreak management

• Apply appropriate management of 
blood	and	body	fluid	spillages,	to	
include policies for dealing with clean 
and soiled linen, the disposal of sharps 
and the correct management following 
inoculation, injury or accidental exposure 
to	blood	and	body	fluids.

ASSESSMENT:    
Skills Demo 40%   
Learner Record 20%   
Examination – Theory 40%

Throughout the course you will receive 
ongoing support in how to complete the 
learner record and how to prepare for the skills 
demo and theory examination. 

FOR MORE INFORMATION or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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PURPOSE: The	award	will	equip	the	learner	with	the	competence	to	promote	and	maintain	safety	
and health in a work environment

Safety and  
Health at Work
CODE:    5N1794  
ACCREDITATION:  QQI   
NFQ LEVEL:   5 Minor Award   
CREDIT VALUE:  15

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Analyse the duties of employers and 
employees	as	specified	in	current	Safety,	
Health and Welfare at work legislation 

• Examine the role of the Health and Safety 
Authority 

• Explore the role of communication and 
training in the promotion and provision of 
health and safety in the workplace 

• Comment on the elements and functions 
of the safety statement 

• Summarise the factors which contribute 
to safe and healthy working environments 

• Outline the principles and procedures of 
good housekeeping in the workplace

• Explain the causes, prevention, 
emergency procedures, reporting and 
recording of accidents and dangerous 
occurrences 

•	 Analyse	the	causes	and	prevention	of	fire	
related	events	to	include	identification	of	
emergency	procedures,	the	fire	triangle	
and	fire	equipment	

•	 Comment	on	specific	hazards	and	risks	
when	working	with	equipment	to	include	
mechanical	and	electrical	equipment

• Investigate how personal protective 
equipment	(PPE)	is	used	in	the	workplace

• Explore appropriate procedures for use 
and disposal of hazardous materials 
and waste in the workplace to include 
reference to material safety data sheets 
(MSDS)

• Examine the control and associated risks 
of a range of health and safety issues to 
include noise, sound, fumes, dust, or any 
vocationally	specific	work	issue	13	Explain	
the	typical	contents	of	a	first	aid	kit	and	
their appropriate use 

• Examine a range of issues related to 
infection control to include conditions for 
the	growth	and	development	of	micro-
organisms, routes of infection, symptoms, 
ill health, preventative measures, and 
emergency procedures for suspected 
contamination 

• Investigate risk factors in relation to safety 
to include hazards, work environments, 
work	practices,	effects	of	medication,	
drink, and drugs 

• Interpret a range of safety signs in the 
workplace 

• Promote safe and healthy working 
practices in relation to oneself, others, 
and the workplace

• Outline risk factors in relation to health to 
include stress, lifestyle, diet, illness 

• Outline the role of diet and exercise in the 
promotion of good health.

ASSESSMENT:    
Assignment 60%   
Examination - Theory 40%

Throughout the course you will receive 
ongoing support in how to complete the 
assignment and how to prepare for the theory 
exam. 

FOR MORE INFORMATION or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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PURPOSE: The	award	will	equip	the	learner	with	the	competence	to	design	safety	and	risk	
management strategies, supervise implementation and to evaluate workplace safety policies.

Safety 
Management
CODE:    6N1782  
ACCREDITATION:  QQI   
NFQ LEVEL:  6 Minor Award   
CREDIT VALUE:  15

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

•	 Evaluate	the	influence	of	a	range	of	
factors in the creation of a safe workplace 
environment, including work practices, 
safety policies, work culture, working 
environment, training, and human factors 

• Appraise current health and safety 
legislation in relation to the role and key 
responsibilities of stakeholders, at all 
levels of an organisation

• Explain the legal responsibilities of 
stakeholders in relation to duty of care, 
tort of negligence, provision of resources, 
health surveillance and safety statements 

• Evaluate the key characteristics of a 
safety statement 

• Evaluate the key principles of risk 
management 

•	 Assess	the	positive	benefits	of	a	
workplace safety culture 

• Evaluate the use of a range of risk 
controls to include reduction, referral, 
removal, and retention 

• Appraise the key principles of ergonomics 

• Design an induction training programme 
in relation to safety awareness at work 

• Design a hazard analysis sheet 

• Devise and manage a training session in 
relation to the use of personal protective 
equipment

• Devise and manage a training session in 
relation to correct application of safety 
signs 

•	 Formulate	a	behavioural	modification	
strategy in relation to workplace safety 

• Design a procedure for recording and 
monitoring data collected in safety audits 
and inspections 

• Devise a health and safety strategy aimed 
at improving workplace safety culture 

• Devise a strategy aimed at controlling an 
identified	risk	

• Formulate an administrative system to 
record and monitor health and safety 
related issues in a workplace 

• Complete a training needs analysis on a 
group of employees in relation to safety 
at work.

ASSESSMENT:    
Project 70%  Examination - Theory 30%

Throughout the course you will receive 
ongoing support in how to complete the 
project and how to prepare for the theory 
examination. 

FOR MORE INFORMATION or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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Management 
Development 
Courses
 
Coaching Models of Practice (QQI Level 6)    60

Human	Resources	(ILM	Level	3	/	NFQ	Level	5)		  62

Human Resources (QQI Level 5)    64

Human Resources (QQI Level 6)   66

Supervisory Management (QQI Level 6)    68

Managing People (QQI Level 6)    70

Leadership and Management Programme  
(ILM	Level	4	/	NFQ	Level	6)			  72

Prince 2 Foundation – Project Management    74

Project Management (QQI Level 6)    75

Training	Needs	Identification	and	Design	 
(QQI Level 6)    76

Training Delivery and Evaluation (QQI Level 6)    78
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PURPOSE: The	award	will	equip	the	learner	with	the	competence	in	the	concepts	and	theories	
underpinning	coaching	models	of	practice	to	enable	the	learner	to	select	and	use	effective	
coaching models to progress the clients agenda.to care for clients in a safe and hygienic 
environment.Coaching Models 

of Practice
CODE:    6N3087  
ACCREDITATION:  QQI   
NFQ LEVEL:   6 Minor Award   
CREDIT VALUE:  15

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Evaluate a range of coaching models to 
include coactive coaching and GROW 
models and the theories that underpin 
them 

•	 Outline	the	characteristics	of	different	
levels	of	active	listening	required	to	fully	
attend to the words, nonverbal cues, and 
body language of the client

• Detail the core principles of coaching to 
include unconditional positive regard, 
present and future focus, goal setting and 
outcome attainment

• Describe necessary conditions to ensure 
effective	coaching	to	include	planning	
for sessions and maintaining appropriate 
records

•	 Explore	a	range	of	coaching	techniques	to	
include	powerful	questioning,	reflecting,	
paraphrasing, summarising, challenging, 
and giving feedback to encourage client 
self-discovery

•	 Evaluate	different	learning	styles	to	
include	active,	reflective,	and	theoretical	
styles

• Articulate how coaching can positively 
impact upon individuals and within the 
workplace

• Assess the client’s learning style to best 
facilitate the coaching process

• Manage the arrangements which support 
the	coaching	relationship	effectively	to	
include	frequency,	ground	rules,	cost,	
evaluation, monitoring, progress and 
ending of contract

• Select a coaching model, and style that 
works best for the client

• Employ a coaching strategy which holds 
the client responsible for their own 
process

• Demonstrate how beliefs, values and 
attitudes inform strategies and choices 
based on both theory and practice

• Facilitate the client in the generation of 
goals and outcomes from the coaching 
process

• Guide the client in exploring positive 
alternatives and in challenging 
assumptions.

ASSESSMENT:    
Assignment 40%    
Skills Demo 60%

Throughout the course you will receive 
ongoing support in how to complete the 
assignment ad how to prepare for the skills 
demo. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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PURPOSE: This programme aims to upskill current and future leaders within an organisation.  It 
will maximise a company’s ability to deal with the business environment, its challenges, and 
opportunities.  Leaders will increase productivity by successfully motivating and leading their teams.Human Resources 

– Award in 
Leadership & 
Management

ACCREDITATION: ILM	(Level	3)	equivalent	to	
National	Framework	of	Qualification	Level	5	 	

COURSE CONTENT AND LEARNING 
OUTCOMES:

Core Module (ILM Accredited):  
Understanding Recruitment and Selection of 
New Staff in the Workplace (8600-315)

To develop knowledge and understanding 
of	recruitment	and	selection	as	required	by	a	
practising	or	potential	first	line	manager.	You	
will know how to plan to recruit and select new 
staff	in	the	workplace.	Know	how	to	select	the	
right person.

Core Module (ILM Accredited): 
Understanding the Induction of new Staff in 
the Workplace (8600-316)

You	will	cover	effectiveness	and	importance	
of an induction process, phases of induction 
in an organisation, Legal aspects that should 
be included in an organisation’s induction 
process. Methods that could be used to record 
an individual’s progress during induction. 

Core Module (ILM Accredited): 
Understanding Training & Coaching in 
Workplace (8605-317)

You	will	explain	how	to	identify	the	training	
& coaching needs for individuals in the 
workplace, describe training & coaching 
techniques	appropriate	to	the	workplace.	

Examine the various methods of evaluating 
the	effectiveness	of	training	&	coaching.		
Describe how to maintain training records 
in	the	workplace.	You	will	cover	the	SURE	
Framework and GROW Model.

Core Module (ILM Accredited): 
Understanding Discipline in the Workplace 
(8605-314)

You	will	examine	what	is	discipline,	the	legal	
basis of a disciplinary process, organisational 
policies, disciplinary procedures, monitoring 
discipline in the workplace, body language 
and taking action.

Core Module (ILM Accredited): 
Understanding Performance Management 
(8600-323)

What is Performance Management, 
Performance Assessment and Appraisal, 
Ensuring Fairness in the review process, 
dealing with underperformance, the 
Psychological Contract, Feedback, Monitoring 
Performance, Interpersonal Behaviour and its 
Impact on Performance, Motivation

ASSESSMENT:    
Assignments 8600-11 Award in Leadership & 
Management

Throughout the course you will receive 
ongoing support in how to complete the 
assignments. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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PURPOSE: The	award	will	equip	the	learner	with	the	competence	to	understand	the	role	and	
function of Human Resources within an organisation and their application in the workplace

Human  
Resources
CODE:    5N3586  
ACCREDITATION:  QQI   
NFQ LEVEL:   5 Minor Award   
CREDIT VALUE:  15

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Explore the development of the role and 
function of Human Resources within an 
organisation 

• Examine the stages of the Human 
Resource planning process 

• Outline the procedures involved in the 
recruitment and selection process 

• Explore the process of recruitment 
and selection, focusing on the range of 
strategies available to the employer 

• Examine the role of training and 
development, assessing the overall 
contribution it makes to an organisation’s 
effectiveness

• Explore motivation theories and 
techniques	and	their	application	to	the	
workplace 

• Explore the importance of performance 
management strategies, identifying a 
variety	of	techniques	available	to	the	
employer 

• Outline a range of health, safety at work 
and welfare facilities and supports which 
can be provided by employers 

•	 Explore	grievance,	discipline,	and	conflict	
resolution procedures 

•  Outline the main features of Employment 
Legislation

• Apply a broad range of Human Resource 
Management skills and tools to Human 
Resource Management operations

• Utilise relevant Human Resource 
materials	to	provide	solutions	to	well-
defined	scenarios

• Communicate Human Resources 
information and documentation to 
employer and employees

• Implement Human Resource theory and 
techniques	to	fulfil	Human	Resource	
objectives for an organisation

•	 Participate	effectively	within	a	group	
or team using Human Resource 
Management tools and strategies 

• Evaluate own performance.

ASSESSMENT:    
Examination Theory 50%   
Assignment 30%  
Skills Demo 20%

Throughout the course you will receive 
ongoing support in how to complete the 
assignment and how to prepare for the 
examination and skills demo. 

FOR MORE INFORMATION or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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PURPOSE: The	award	will	equip	the	learner	with	the	competence	in	human	resource	management	
principles to enable the learner to apply these to the planning, organising, implementation, 
evaluation, and revision of human resource management practices for the attainment of 
organisational goals.Human Resources 

Management
CODE:    6N3750  
ACCREDITATION:  QQI   
NFQ LEVEL:   6 Minor Award   
CREDIT VALUE:  15

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Assess the evolution, nature, scope, 
and policy goals of human resource 
management

• Evaluate the relevance of strategic human 
resource management to organisational 
performance and business strategy 

•	 Explore	the	benefits	and	process	of	
human resource planning, to include 
appropriate strategies for dealing with 
labour shortages and surpluses

•	 Assess	the	goals,	benefits,	process	and	
methods of organisational motivation, 
training, and development 

•	 To	include	the	needs	for	and	benefits	of	a	
training plan

•	 Evaluate	the	core	objectives,	benefits,	
challenges, and methods of performance 
management, to include evaluation of 
what constitutes good performance 
management and reward systems 

•	 Explore	the	role,	benefits	and	
methodologies	of	effective	grievance	and	
discipline handling within an organisation 

• Evaluate the theoretical basis for 
Industrial Relations and its application in 

the business environment 

• Generate appropriate recruitment and 
selection documentation to include job 
specification,	person	specification	and	
interview marking sheets 

• Devise an interview strategy for a stated 
vacancy, to include an appropriate 
interview environment, panel, and 
structure, and use of appropriate 
interview	techniques	and	questions,	
taking cognisance of relevant 
employment legislation 

• Formulate appropriate performance 
management methodologies for an 
organisation 

• Formulate appropriate performance 
management methodologies for given 
organisational roles

• Generate appropriate grievance and 
discipline strategies for a given set of 
circumstances

• Apply theoretical principles and practical 
skills to solving human resource 
management issues in the work 
environment

•	 Support	the	effective	operation	of	a	
human resource department in the 
business environment.

ASSESSMENT:    
Examination Theory 40%   
Project 30%  
Skills Demo 30%

Throughout the course you will receive 
ongoing support in how to complete the 
project and how to prepare for the examination 
and skills demo. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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PURPOSE: The	award	will	equip	the	learner	with	the	competence	to	work	in	a	range	of	industry	
sectors independently in a supervisory capacity.

Supervisory 
Management
CODE:    6N4329  
ACCREDITATION:  QQI   
NFQ LEVEL:   6 Minor Award   
CREDIT VALUE:  15

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Summarise the duties and responsibilities 
of a supervisory manager, to include 
reference to relevant policies and 
services in the chosen vocational or work 
environment 

•	 Evaluate	up-to-date	industry	standards,	
guidelines and recommended practices 
that	affect	the	work	environment,	to	
include the purpose and methods of 
supervision,	the	staff	code	of	conduct,	
advantages, and disadvantages of 
in-house	and	contract	staff,	and	of	
membership of professional or trade 
associations,	trade	unions	and/or	a	works	
committee 

• Describe the precautions necessary to 
safeguard	information	and/or	records

•	 Describe	key	steps	required	to	recruit	
staff,	to	include	pre-planning,	methods	
to	source	and	screen	staff,	use	of	an	
application form to shortlist candidates, 
and	the	benefits	of	a	chosen	approach

•	 Analyse	the	risks	for	which	adequate	
insurance cover is recommended 

•	 Draft	a	range	of	procedures	for	work-
related activities, to include lines of 
communication with clients, colleagues 

and other relevant parties, procedures for 
maintaining	effective	standards	of	service,	
criteria	for	staff	recruitment,	criteria	for	
supervisory procedures

•	 Devise	a	system	for	maintaining	work-
related records, to include operational 
records, a work roster for operational 
staff,	and	a	maintenance	schedule	for	
equipment	and	vehicles

• Prepare a departmental budget, to 
include details of planned spending under 
several headings and of contingency 
spending

•	 Train	staff,	drawing	on	up-to-date	industry	
standards in training using appropriate 
aids and supporting material, and 
assessing the suitability of individuals 
during the training session

•	 Carry	out	staff	evaluations	to	include	
achievement of objectives, feedback 
on	performance,	identification	of	
opportunities for personal development. 

ASSESSMENT:   
Skills Demo 60%  
Portfolio/Collection of Works 40% 

Throughout the course you will receive 
ongoing support in how to complete the 
portfolio/collection	of	works	and	how	to	
prepare for the skills demo. 

FOR MORE INFORMATION or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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PURPOSE: The	award	will	equip	the	learner	with	the	competence	to	develop	standards,	measure	
performance,	motivate	and	empower	staff	while	working	in	a	supervisory	role.

Managing  
People 
CODE:    6N3945  
ACCREDITATION:  QQI   
NFQ LEVEL:   6 Minor Award   
CREDIT VALUE: 15

LEARNING OUTCOMES

On completion of this programme the learner 
will be able to:

• Evaluate the professional role and 
function of leadership in the context 
of a management role to include 
the importance of maintaining 
professionalism, supervisory 
management	styles	and	reflective	
practice	using	a	self-evaluation	audit	

•	 Appraise	the	impact	of	different	styles	
of leadership, motivational theory and 
its	impact	on	staff	and	the	importance	of	
good working relationships at all levels in 
the organisation

• Research the main provisions of 
Legislation, such as Employment 
Legislation, Health Acts and European 
Union Directives 

• Examine the impact that culture, attitudes, 
and values have on work practice such 
as,	diversity	issues,	client	confidentiality	
policies, patient charter and rights

• Support the diversity of the social, 
cultural, and linguistic backgrounds of 
internal and external stakeholders 

• Manage underperformance and deviation 
from agreed standards in a manner that 
achieves an agreed positive outcome 

•	 Perform	effectively	and	fairly	as	a	team	
member in a supervisory management 
role, recognising the importance of being 
a positive role model

• Utilise networks and agencies in a 
proactive way to chieve tasks and solve 
problems within a multidisciplinary 
framework

•	 Address	skills	and	motivation	deficits	
amongst	staff	through	strategies	such	as,	
skills audits, clear attainable goal setting, 
support for continuous professional 
development, team building exercises 
and enhancement of individual’s self 
esteem

• Organise a partnership approach to 
engagement with stakeholders such as 
professionals, networks and agencies 
that support the supervisory role and with 
trade	union	officials	to	enable	the	timely	
and constructive resolution of problems

• Utilise a range of appropriate 
communications styles and methods to 
provide	management	to	staff	and	staff	to	
management feedback in a culture that 
promotes engagement

•	 Lead	through	effective	delegation	and	
acting	as	a	conduit	from	staff	to	the	upper	
management levels.

ASSESSMENT:   
Project 50%    
Learner Record 30%  
Assignment 20% 

Throughout the course you will receive 
ongoing support in how to complete the 
project, learner record and assignment. 

FOR MORE INFORMATION or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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PURPOSE: The	aim	of	this	programme	is	to	provide	a	training	that	aims	to	upskill	and	equip	
employees	who	are	currently	preforming	in	a	supervisory/management	role,	and	those	that	aspire	
to	such,	with	enhanced	skills	to	lead	and	manage	their	teams	effectively.

The	ILM	Level	4	Award	(equates	to	a	QQI	Level	6	Qualification)	in	Leadership	and	Management	
is designed for new and aspiring department heads, regional team leaders and other middle 
managers.	This	training	affords	businesses	across	all	sectors,	an	ILM	certified	training	programme	
which	will	equip	their	supervisory	and	management	staff	with	the	skills	and	abilities	to	deal	with	the	
challenges and the opportunities, and to sustain and grow their businesses.

Leadership and 
Management 
Programme (ILM Level 
4 / NFQ Level 6)

ACCREDITATION: ILM	(Level	4)	equivalent	to	 
National	Framework	of	Qualification	Level	6	 	

COURSE MODULES

• Induction

•	 ILM	Writing	for	Business	(ILM	–	8605-304)

• ILM Understanding Performance 
Management	(8600-323)

• ILM Motivating People in the Workplace 
(ILM	–	8605-415)

•	 ILM	Solving	Problems	by	Making	Effective	
Decisions	in	the	Workplace	(ILM-8605-416)

• ILM Managing and Implementing Change 
in	the	Workplace	(ILM	8605-417)

• Digital Skills

LEARNING OUTCOMES: On completion of this 
programme, participants will be able to:

• Manage and implement change in the 
workplace, by identifying areas for change 
and developing a change implementation 
plan.

• Evaluate and improve motivation and 
performance levels in the workplace.

• Develop and communicate implementation 
plans for solutions to complex workplace 
problems by identifying and analysing 
the problem and applying decision 
making	techniques	to	determine	the	most	
appropriate solution.

• Produce written documents for 
defined	business	purposes	that	satisfy	
organisational	conventions,	meet	specified	
standards, and incorporate material such as 
statistics or visuals.

• Apply digital skills to engage productively 
in the use of online communication 
tools and word processing software, for 
workplace communications, and learning 
and assessment purposes.

• Develop the transversal skills of learning 
to learn, communication, personal, 
interpersonal, intrapersonal, leadership and 
teamworking skills

• What is Performance Management, 
Performance Assessment and Appraisal, 
Ensuring Fairness in the review process, 
dealing with underperformance, the 
Psychological Contract, Feedback, 
Monitoring Performance, Interpersonal 
Behaviour and its Impact on Performance, 
Motivation

ASSESSMENT:      Assignments 8605-21 - 
Certificate in Leadership & Management

Throughout the course you will receive ongoing 
support in how to complete the assignments.

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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COURSE CONTENT & LEARNING OUTCOMES

• Introduction to Project Management 

• Overview of PRINCE2® 

• Starting up a project 

• The Project Management Team

• The Business Case 

• Risk and Quality Management 

• All aspects of Planning 

• Controls

• Managing Stage Boundaries 

• Quality in a PE Controlling a Stage 

• Managing Product Delivery 

• Change Control 

• Project Closure 

ASSESSMENT:   
Foundation Online Exam 

Learners will be supported throughout the 
programme by our expert tutors and Learning 
and Development team.

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Prince 2® 
Foundation Project 
Management  

ACCREDITATION: Prince 2 Foundation 

PURPOSE: PRINCE2® (Projects IN a Controlled 
Environment)	is	a	leading-edge	approach	to	
managing projects. With the launch of PRINCE2® 
also came its recognition as the de facto 
standard for managing projects, not just in the 
IT/IS	environment,	but	for	projects	of	any	size	
and complexity, run in any industry sector. The 
programme is delivered combining live online 
workshops and tutor supported remote learning. 
This course is delivered over four days virtually 
using zoom technology.

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Examine the key principles and concepts 
underpinning project management theory 
and practice

• Investigate a range of approaches to 
project	management	to	include	specific	
tools	and	techniques	used	to	plan,	cost,	
and manage a project

• Communicate project management 
planning operations using a variety of 
information channels

• Examine monitoring and evaluation 
techniques	for	a	project

• Apply appropriate controls and evaluation 
techniques	to	achieve	project	aims	and	
objectives

• Formulate a project management 
proposal by establishing rationale based 
on valid needs analysis

• Devise a risk analysis for a project to 
include the preparation of a contingency 
plan

• Evaluate the methodology and process of 
a selected project

•	 Utilise	financial	planning	and	budget	
models within the context of managing a 
project

• Manage a project taking corrective action 
where necessary to meet agreed goals. 

ASSESSMENT:   
Portfolio / Collection of Work 70%  
Assignment 30%

Throughout the course you will receive 
ongoing support in how to complete the 
portfolio/collection	of	works	and	assignment.	

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Project 
Management 
CODE:    6N4090  
ACCREDITATION:  QQI   
NFQ LEVEL:   6 Minor Award  
CREDIT VALUE:  15

PURPOSE: The	award	will	equip	the	learner	with	
the competence in the theory, principles, and 
practice of project management to enable the 
learner to take responsibility for the planning, 
implementation, and review of a project, working 
independently and or supervising the work of 
others.
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PURPOSE: The	award	will	equip	the	learner	with	the	competence	to	identify	training	and	
development needs at an organisation and or individual level, to devise a training plan and to 
explore the scope of training and development design to meet those needs.Training Needs 

Identification  
and Design
CODE:    6N3325  
ACCREDITATION:  QQI   
NFQ LEVEL:   6 Minor Award   
CREDIT VALUE:  15

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Outline the concepts and theories 
underlying the delivery and evaluation of 
training interventions

• Explore the elements which impact on 
the	effectiveness	of	a	training	session	to	
include, the learning environment, the 
trainer, learning methodologies and the 
group dynamics of participants 

• Demonstrate an awareness of a range 
of	issues	to	include	equality,	diversity,	
and disability in the context of current 
legislation regarding training provision

• Appraise a range of evaluation models, 
approaches,	tools,	and	techniques	used	in	
the evaluation and monitoring of a training 
and development intervention

• Deliver appropriate training content and 
materials using a range of training aids 

• Formulate appropriate evaluation tools, 
techniques,	and	approaches	for	a	training	
session to determine whether training 
needs	were	met,	and	objectives	fulfilled	

• Provide constructive feedback to 
participants in relation to training 
intervention 

• Apply a comprehensive range of 
specialised training delivery and 
evaluation skills in the delivery of an 
appropriate training intervention

• Devise a training evaluation process 
to	include	the	identification	of	key	
stakeholders, feedback from the trainee, 
challenges within the process and the 
conduct or methodology of the evaluation

• Select from a range of evaluation tools, 
techniques,	and	approaches	for	a	training	
session to determine whether or not 
training needs were met and objectives 
fulfilled

• Report on a training and development 
evaluation	to	include	the	identification	
of areas of success and of improvement 
opportunities.

ASSESSMENT:   
Assignment 40%    
Project 60%  

Throughout the course you will receive 
ongoing support in how to complete the 
assignment and project. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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PURPOSE: The	award	will	equip	the	learner	with	the	competence	to	deliver,	assess	and	evaluate	a	
training and development intervention.

Training Delivery 
and Evaluation 
CODE:    6N3326  
ACCREDITATION:  QQI   
NFQ LEVEL:   6 Minor Award   
CREDIT VALUE:  15

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Examine the key principles and concepts 
underpinning project management theory 
and practice

• Investigate a range of approaches to 
project	management	to	include	specific	
tools	and	techniques	used	to	plan,	cost,	
and manage a project

• Communicate project management 
planning operations using a variety of 
information channels

• Examine monitoring and evaluation 
techniques	for	a	project

• Apply appropriate controls and evaluation 
techniques	to	achieve	project	aims	and	
objectives

• Formulate a project management 
proposal by establishing rationale based 
on valid needs analysis

• Devise a risk analysis for a project to 
include the preparation of a contingency 
plan

• Evaluate the methodology and process of 
a selected project

•	 Utilise	financial	planning	and	budget	
models within the context of managing a 
project

• Manage a project taking corrective action 
where necessary to meet agreed goals. 

ASSESSMENT:   
Project 40%   
Skills Demo 40%  
Learner Record 20%

Throughout the course you will receive 
ongoing support in how to complete the 
project and learner record and how to prepare 
for the skills demo. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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Healthcare 
Courses
 
Care of the Older Person (QQI Level 5)    82

Care Skills (QQI Level 5)    84

Care Support (QQI Level 5)    85

Intellectual Disability Studies (QQI Level 5)    86

Palliative Care Support (QQI Level 5)    88

Special Needs Assistant (QQI Level 5)     89

Special Needs Assistant (QQI Level 6)    90
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PURPOSE:	The	award	will	equip	the	learner	with	the	competence	to	meet	the	full	range	of	needs	of	
older people in a variety of care settings.

Care of the 
Older Person

CODE:    5N2706  
ACCREDITATION:  QQI   
NFQ LEVEL:  5 Minor Award   
CREDIT VALUE:  15

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

•	 Discuss	a	range	of	age-related	issues	
to include healthy ageing, global and 
national demographic trends, the 
normal physiological and psychological 
processes of ageing, the social impact 
of	ageing	on	older	people	and	differing	
attitudes to ageing and older people

• Analyse the roles of the health care 
assistant in promoting positive attitudes 
to ageing and of statutory and voluntary 
agencies in promoting the wellbeing of 
older people

• Examine a range of concepts and 
practices to include preparation for 
retirement and the ethnic and cultural 
influences	on	the	older	person

• Explore a range of older people’s needs 
to include physical, social, emotional, 
psychological,	recreational,	financial,	
environmental, and spiritual needs

• Summarise the role of the health care 
assistant in providing care for older 
people

• Discuss the issues related to an older 
person with mental illness or dementia 
and of living with chronic illness

• Recognise the individual needs of the 
dying older person and their families

• Summarise the range of the care settings 
for older people and the members of the 

healthcare team available in each care 
setting

•	 Explore	a	range	of	specific	services	that	
are available for older people to include 
education,	lifelong	learning,	retirement/
the workplace, and leisure

• Analyse current approaches towards 
developing	quality	in	the	provision	of	
services for older people and their 
families	to	include	standards	and	quality	
assurance 

•	 Employ	effective	communication	with	the	
older	person,	their	family,	and	the	multi-
disciplinary team

• Adapt care and practices to meet the 
needs of older people with cognitive 
and sensory impairment and physical 
disabilities

• Exercise duties in a way that is respectful 
to the person’s body after death

• Promote a range of aspects of care for the 
older person to include empowerment, 
advocacy, independence, individualised 
care,	dignity,	respect,	choice,	self-esteem	
and include family and carers as partners 
in care

•	 Give	assistance	in	the	identification	of	how	
health promotion issues can be promoted 
in care settings for older people and in 
the provision of therapeutic interventions 
that will enhance the social interactions 
and	quality	of	life	of	the	older	person

ASSESSMENT:    
Project 40%    
Skills Demo 60%

Throughout the course you will receive 
ongoing support in how to complete your 
project and prepare for the skills demo. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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PURPOSE: The	award	will	equip	the	learner	
with the competence to care for clients in a 
safe and hygienic environment.

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Identify relevant groups of people in need 
of healthcare

• Examine the physical, emotional, social, 
psychological, and spiritual needs of a 
range of groups of people, considering 
individual variation 

• Identify the hygiene needs of dependent 
clients

• Discuss the prevention of pressure sores

• Demonstrate knowledge of the 
correct procedures for the cleaning 
and replacement of a range of patient 
equipment

• Adapt levels of assistance to the needs of 
clients

• Demonstrate a range of interpersonal 
skills when dealing with clients to include 
empathy,	respect,	patience,	and	effective	
communication skills 

• Exercise initiative to improve client 
involvement in social events, outings and 
occupational therapy and physiotherapy

• Contribute to the maintenance of safe 
and hygienic environments for clients to 
include the safe disposal of soiled linen 

• Assist clients with dressing, grooming, 
eating, drinking, toileting, continence 
promotion, mobility, and where 
appropriate, social needs 

• Apply client safety and security 

procedures	to	include	appropriate	on-
site client care procedures for washing, 
bathing, showering, positioning, moving, 
and handling 

• Give assistance that enhances the privacy, 
dignity,	independence,	and	positive	self-
image of clients in care

• Give assistance to clients in the use of 
a	range	of	care	equipment	to	include	
sensory	equipment,	aids	to	encourage	
independence and mechanical aids 
including mobility aids, feeding aids, 
washing aids, elimination aids and hoists 

• Report changes in the client’s condition to 
the relevant Supervisor 

• Complete client documentation where 
appropriate

ASSESSMENT:   Project 40%   
Skills Demo 60%

Throughout the course you will receive 
ongoing support in how to complete the 
project and prepare for the skills demo. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Care Skills
CODE:    5N2770  
ACCREDITATION:  QQI   
NFQ LEVEL:   5 Minor Award  
CREDIT VALUE:  15

Care Support 
CODE:    5N0758  
ACCREDITATION:  QQI   
NFQ LEVEL:   5 Minor Award   
CREDIT VALUE:  15

PURPOSE: The	award	will	equip	the	learner	
with	the	competence	to	work	effectively	in	a	
care setting. It aims to promote good practice 
and respect for diversity in lifestyle, religion, 
and culture in care work.

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Discuss the roles, responsibilities, and 
entitlements of a care worker 

• Examine the role of a care worker within 
the multidisciplinary healthcare team 

• Demonstrate the ability to plan and 
provide	enhanced	quality	care

• Apply knowledge gained to plan and 
meet the needs of the individual client 

• Explore the need for personal planning 
and growth 

• Plan strategies to improve own personal 
development

•	 Reflect	on	personal	effectiveness	as	a	
care worker to include own strengths and 
weaknesses

•	 Reflect	on	relationships	with	clients,	
relatives and multidisciplinary team 
members and interpersonal issues that 
arise in care work. 

ASSESSMENT:    
Assignment 30%    
Learner Record 70%

Throughout the course you will receive 
ongoing support in how to complete the 
assignment and learner record. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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PURPOSE: The	award	will	equip	the	learner	with	the	competence	in	the	causes,	range,	and	
effects	of	intellectual	disabilities	to	develop	an	awareness	of	the	importance	of	a	social	model	
of support and the role of various professionals in responding to the needs of persons with an 
intellectual disability.Intellectual 

Disability Studies
CODE:    5N1652  
ACCREDITATION:  QQI   
NFQ LEVEL:   5 Minor Award   
CREDIT VALUE:  15

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Categorise the range of terms which 
have been used to label people with an 
intellectual disability as inappropriate and 
appropriate labels

•	 Define	the	terms	intellectual	disability	and	
multiple disability

• Identify the advantages and 
disadvantages of both the medical and 
social models of support 

•	 Recognise	the	effects	of	caring	for	a	
person with an intellectual disability on 
close and extended family members

•	 Define	the	term	front	line	staff	

• Promote the following in caring for a 
person with an intellectual disability: 
-	dignity	–	choice	–	relationships	–	
contributing

• Promote positive attitudes toward people 
with an intellectual disability 

• Outline the history of services to people 
with an intellectual disability in Ireland

• Explore past and current attitudes toward 
people with an intellectual disability 

• Examine own attitude toward people with 
an intellectual disability 

• Identify how the policies and practice of a 
given	organisation	reflect	the	attitudes	of	
that organisation toward people with an 
intellectual disability 

• Explain the known causes of intellectual 
disability 

• Describe the levels of intellectual 
disability and how these are assessed 

• Outline the potential impact of a multiple 
disability on a person 

• Provide examples of services to persons 
with an intellectual disability that illustrate 
the medical and or social models of 
support 

• Outline current approaches toward 
developing	quality	in	the	provision	of	
services to persons with an intellectual 
disability and their families, to include 
standards	and	quality	assurance

• Identify examples of progressive models 
of service delivery both from Ireland and 
from other countries

• Outline the range of physical, social, 
emotional, psychological, and spiritual 
needs of persons with an intellectual 
disability

• Explain the role of the following in 
relation to individuals with an intellectual 
disability,	their	families,	and	staff:	-	
physiotherapist	-	occupational	therapist	
-	speech	and	language	therapist	-	social	
worker – psychologist 

•	 Explain	the	role	of	front-line	staff	in	
providing individualised support to 
persons with an intellectual disability in 
accordance with their preferences and 
needs 

• Illustrate the importance of working as 
part of a team in meeting the needs of 
persons with an intellectual disability.

ASSESSMENT:    
Assignment 60%     Examination - Theory 40%

Throughout the course you will receive 
ongoing support in how to complete the 
assignment and how to prepare for the theory 
examination. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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PURPOSE: The	award	will	equip	the	learner	
with the competence to enable them to care 
for and address the needs of a person and 
their	family	after	the	diagnosis	of	a	life-limiting	
illness,	in	a	dignified,	inclusive,	and	holistic	
manner.

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Discuss the philosophy and principles of 
palliative care 

• Summarise the structure and organisation 
of palliative care services to include the 
role	played	by	the	multi-disciplinary	
team and diverse family structures in the 
provision of care for a terminally ill person

• Discuss the role of the support worker in 
the promotion of key issues such as life 
quality,	self-esteem,	respect,	privacy,	and	
dignity in palliative care work

•	 Explore	different	attitudes	to	death	and	
dying to include an understanding of 
individual patterns of grief, bereavement, 
and loss 

• Employ a range of communication 
strategies and processes which are 
central to the work in palliative care

•	 Apply	a	person-centred	approach	to	
caring for a person in the last days of their 
life to include the provision of supportive 
and holistic care promoting safety, dignity, 
respect, and comfort 

• Respond appropriately to the needs of 
the person who is confused in the last 
days of life

•	 Work	effectively	and	with	great	sensitivity	
in relation to the dying person and their 
significant	others	in	a	palliative	care	
setting

•	 Use	the	range	of	skills	required	from	a	
palliative support worker in relation to end 
of life care. 

ASSESSMENT:    
Learner Record 70%    
Assignment 30%

Throughout the course you will receive 
ongoing support in how to complete the 
learner record and assignment. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Palliative Care 
Support
CODE:    5N3769  
ACCREDITATION:  QQI   
NFQ LEVEL:   5 Minor Award   
CREDIT VALUE:  15

PURPOSE:	The	award	will	equip	the	learner	
with the competence in the practices and 
principles underpinning the role of a Special 
Needs Assistant to enable the learner to work 
effectively	under	direction	in	a	special	needs	
assisting capacity.

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Explore in the role and responsibilities of 
the Special Needs Assistant

•	 Examine	the	qualities	and	skills	of	an	
effective	Special	Needs	Assistant

• Examine relevant legislation in relation to 
disability 

• Explore the rights of children with 
disabilities in relation to personal 
autonomy, participation and decision 
making

•	 Relate	effectively	and	appropriately	to	
children who present with additional 
needs

• Use care routines in feeding, toileting, and 
general hygiene

• Maintain appropriate relationships 
with children’s parents, primary carers, 
teachers, and other members of the 
multidisciplinary team

•	 Work	effectively	with	children	who	
present with disabilities under the 
direction of the classroom teacher

• Assist children with disabilities in a 

range	of	activities,	ensuring	equality	of	
opportunity through working in a safe and 
professional manner

•	 Reflect	on	personal	practice	working	
with children, their parents or guardians 
and colleagues ensuring that children’s 
individuality is promoted and that their 
needs are met

ASSESSMENT:    
Skills Demo 60%    
Learner Record 40%

Throughout the course you will receive 
ongoing support in how to complete the 
learner record and how to prepare for the skills 
demo. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Special Needs 
Assistant (QQI 
Level 5)
CODE:    5N1786  
ACCREDITATION:  QQI   
NFQ LEVEL:   5 Minor Award   
CREDIT VALUE:  15
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PURPOSE: The	award	will	equip	the	learner	with	the	competence	in	the	theory	and	practice	
underpinning the education and care of those who present with special educational needs to 
enable the learner to assist in the provision of this education and care.Special Needs 

Assistant (QQI 
Level 6)
CODE:    6N1957  
ACCREDITATION:  QQI   
NFQ LEVEL:   6 Minor Award   
CREDIT VALUE:  15

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Evaluate the provision of education for 
people with special educational needs 
with reference to current legislation

• Assess the various educational options 
available in Ireland for people with special 
educational needs 

• Examine relevant theories, skills, and 
processes relevant to curriculum 
implementation

•	 Explore	the	differences	between	
integration and inclusion 

• Organise learning opportunities to 
promote independence and responsibility

• Evaluate the importance of the 
multidisciplinary team in devising 
Individual Education Plans

• Analyse skills that can be used to aid 
the teacher in the administration of the 
national curriculum 

• Assess interventions and behaviour 
management	techniques	that	may	be	
used in the learning environment 

• Manage meaningful activities that are 
suited to people’s needs and connect 
with their experiences and interests in the 
learning environment

• Identify strategies for dealing with 
stressors within the workplace

• Provide assistance in the provision of 
education and care for individuals that 
present with special educational needs 

•	 Reflect	on	own	attitudes,	values,	beliefs,	
and assumptions in relation to working 
with and on behalf of people who present 
with disabilities.

ASSESSMENT:    
Skills Demo 50%    
Project 50%

Throughout the course you will receive 
ongoing support in how to complete the 
project and how to prepare for the skills demo. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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Culinary 
Techniques  
(QQI Level 5)
CODE:    5N0630  
ACCREDITATION:  QQI   
NFQ LEVEL:   5 Minor Award   
CREDIT VALUE:  30

PURPOSE: The	award	will	equip	the	learner	with	
the competence to produce a range of classical 
and contemporary dishes, using a wide range of 
skills in their preparation, under supervision.

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Describe how a professional kitchen is 
typically and optimally organised

• Explain the role of good personal 
presentation, positive personal and 
professional attitudes, time management, 
work plans and scheduling, organisation, 
and teamwork in the workplace

• Explain the sensory properties of food 
including visual examination, taste, colour, 
texture, and smell 

• Distinguish between the taste of fresh and 
convenience	foods,	organic	and	non-
organic	foods,	mass-produced	and	artisan	
foods 

• Describe a range of systems of food 
production	including	organic,	free-range,	
battery and artisan foods

•	 Explain	the	physical	structure,	classification	
points,	quality	points	and	(where	
applicable) cuts associated with a range 
of	meat,	offal,	poultry,	game,	fish	and	
shellfish,	vegetables	and	fruits,	dairy,	eggs,	
farinaceous foods, grains, pulses, and 
cereals

• Describe the process for butchering whole 
carcasses and smaller cuts of meat

• Describe the wide range of commercial 
ethnic cuisines available to the Irish market 
including key ingredients, basic cooking 
procedures,	specialist	equipment	and	
presentation	techniques

• Explain contemporary issues relating to 
food production 

• Explain the role of national food and health 
and safety agencies 

•	 Use	a	range	of	knife	skills	required	for	
various types of food preparation including 
tomato concassé, mirepoix, classical 

vegetable cuts and duxelles 

• Complete a mise en place

• Prepare a range of classical stocks, soups, 
glazes, and base sauces, as well as a 
variety of extensions

• Prepare a range of classical sauces using 
traditional methods

•	 Prepare	a	range	of	dishes	using	whole	fish,	
fish	cuts	and	shellfish	

• Prepare a range of large volume classical 
dishes for the following foods using the 
relevant extensions and garnishes: meat – 
poultry	–	game	-	fish/shellfish	–	vegetables	
-	farinaceous	dishes	–	cereals	–	grains	–	
pulses – dairy – eggs – fruit – beverages 

• Prepare fully cooked and continental 
breakfasts	for	traditional	and	buffet	service	

• Prepare a range of short order dishes using 
cookery processes

• Prepare a range of vegetarian meals, 
salads, hot and cold sandwiches, hors 
d’oeuvre and farinaceous foods

• Prepare a range of traditional and 
contemporary dishes from a selection 
of Irish and European cuisines using 
appropriate	presentation	techniques	

• Use smoking, curing, tenderising, 
marinating, and pickling for a range of 
appropriate commodities 

•	 Use	a	range	of	equipment	appropriate	to	
a variety of cookery processes, selecting 
and	maintaining	the	equipment	where	
appropriate

• Select commodities according to 
seasonality and availability 

•	 Implement	cost	and	quality	control	
considerations in menu planning, food and 
beverage preparation and service 

• Implement best practice in food hygiene 
and workplace safety

ASSESSMENT:  Skills Demo 70% 
Examination Theory 30%        

Throughout the course you will receive 
ongoing support in how to prepare for the 
theory examination and skills demo. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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PURPOSE:	The	award	will	equip	the	learner	with	the	competence	required	to	autonomously	
develop and produce a range of culinary menus using specialised skills.

Culinary 
Techniques 
(QQI Level 6)
CODE:    6N0642 
ACCREDITATION:  QQI 
NFQ LEVEL:   6 Minor Award   
CREDIT VALUE:  30

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Analyse the factors which contribute 
to best practice in the organisation of a 
professional kitchen

• Develop standard recipes and standard 
menus	to	produce	consistently	high-
quality	dishes

• Evaluate the role of marketing in the 
culinary context

• Evaluate the role of purchasing, food 
costing and dish yield management 
systems in the culinary context

• Explain the manual and electronic 
accounting	systems	that	ensure	effective	
kitchen control

• Evaluate current trends in culinary 
techniques	relating	to	storage,	
preparation, and service of food 

• Create a range of varied and innovative 
low-cost	menus	using	seasonal	and	local	
produce

•	 Critique	food	items	for	flavour,	seasoning,	
texture, appearance, and smell

•	 Demonstrate	the	skills	required	for	
classical cookery and larder preparation in 
a volume cookery context

• Create a range of authentic dishes from 
Irish and selected European cuisines

• Create a range of authentic dishes from 
Indian, Japanese, Chinese, and Thai 
cuisines

• Prepare a range of raw and cooked 
forcemeats using a variety of 
commodities,	techniques,	and	
presentations

• Use a wide range of local and seasonal 
produce in creating innovating dishes

• Monitor functionality of kitchen tools and 
equipment,	maintaining	and	replacing	
them where necessary 

• Use a wide range of knife skills including 
advanced precision cutting skills

• Devise procedures for preparing, 
updating,	and	costing	dish	specifications

•	 Devise	cost	and	quality	control	
procedures throughout the food control 
cycle

• Devise systems for monitoring and 
minimising wastage

•	 Complete	daily	requisitions	for	all	menus

• Promote best practice in supervising food 
hygiene and workplace safety.

ASSESSMENT:    
Examination Theory 30%    
Skills Demo 70%

Throughout the course you will receive 
ongoing support in how to prepare for the 
theory examination and the skills demo. 

FOR MORE INFORMATION or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

•	 Explain	the	scientific	principles	
underpinning the processes used in 
baking and pastry production 

• Describe standards and grades for baking 
ingredients	and	products	including	flours,	
starches,	fats,	sugars,	sweeteners,	liquids,	
eggs, leavening agents, gelatine, salt, and 
pre-prepared	products

• Describe the commodities, both fresh 
and convenience, used in the production 
of hot and cold desserts including fruits, 
flavourings,	colourings,	and	chocolate	

• Prepare a range of baked dishes 

• Prepare a range of breads including 
brown	and	white	soda	breads,	muffins,	
sweet and savoury scones, basic and 
enriched yeast breads 

• Prepare a range of products using fresh 
and convenience pastry including short, 
sweet,	choux	and	puff	

• Prepare a range of sponges and sponge 
products, including fatless and enriched 
sponge,	coating	and	filling	as	required	

• Prepare a range of cold desserts, 
including	egg-based	dishes,	cold	soufflés,	
cheesecakes, water ices, meringues, 
tuilles and brandysnaps, fruits, and sauces 

• Prepare a range of hot desserts, including 
batters,	milk	puddings	and	hot	soufflés	

•  Describe a range of Irish cheeses and 
their	quality	points	

• Prepare a cheese board using appropriate 
accompaniments 

•	 Implement	cost	and	quality	control	
considerations in the production and 
service of pastry,  

• baking and desserts 

• Carry out all tasks, duties and skills 
using safe and hygienic personal and 
professional practices, taking direction 
from appropriate personnel 

• Implement best practice in food hygiene 
and workplace safety.

ASSESSMENT:    
Examination Theory 30%    
Skills Demo 70%

Throughout the course you will receive 
ongoing support in how to prepare for the 
theory examination and skills demo. 

FOR MORE INFORMATION or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Pastry, Baking 
and Desserts 
(QQI Level 5)
CODE:    5N2084 
ACCREDITATION:  QQI   
NFQ LEVEL:   5 Minor Award  
CREDIT VALUE:  10

PURPOSE: The	award	will	equip	the	learner	with	
the competence to produce a range of baked 
goods, including breads, pastries, and hot and 
cold desserts.

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Explore the concepts of composition, 
taste, design, texture and current trends 
and innovations, including healthy options 
and	special	dietary	requirements	

• Evaluate modern plated and individually 
styled pastry products 

• Evaluate how centrepieces are produced 
and used in the hospitality industry 

• Adapt classical dishes and confectionery 
products to a contemporary style, using 
extensions of core pastry, baking and 
dessert	techniques	

• Demonstrate chocolate tempering 
techniques	

• Produce a range of appropriately 
decorated petits fours 

• Prepare a range of traditional cakes and 
puddings including Easter, Christmas, 
and Wedding cakes with appropriate 
decorations

• Use a range of icings for a variety of 
gateaux and confectionary

•	 Manage	cost	and	quality	control	
procedures in the production and service 
of pastry, baking and desserts 

• Promote best practice in food hygiene 
and workplace safety

ASSESSMENT:    
Examination Theory 30%    
Skills Demo 70%

Throughout the course you will receive 
ongoing support in how to prepare for the 
theory examination and skills demo. 

FOR MORE INFORMATION or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Pastry, Baking  
and Desserts  
(QQI Level 6)
CODE:    6N2096 
ACCREDITATION:  QQI   
NFQ LEVEL:   6 Minor Award  
CREDIT VALUE:  10

PURPOSE:	The	award	will	equip	the	learner	with	
the competence to adapt classical dishes and 
confectionery products to a contemporary style 
and develop a range of innovative products, 
using their own initiative.
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LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Identify the factors which contribute to 
creating a meal experience 

• Outline the range of service styles 

• Relate styles of food service to customer 
needs and expectations

•	 Describe	the	mise-en-place	required	for	a	
range of styles of service

•	 Explain	the	sequence	of	service	

• Record reservations

• Meet and greet customers, implementing 
the various aspect of an Irish welcome

• Take orders from customers 

• Serve plated food and wine using 
appropriate communication skills

• Handle customer complaints and 
compliments, referring them to a 
supervisor where appropriate

• Present a bill to a customer

• Evaluate guest feedback and 
communicate as appropriate

• Implement best practice in food hygiene 
and workplace safety

• Additional Training: Barista Skills.

ASSESSMENT:   
Skills Demo 70%  
Examination – Theory 30% 

Throughout the course you will receive 
ongoing support in how to prepare for the 
skills demo and theory examination. 

FOR MORE INFORMATION or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Meal Service (with 
Barista Skills) 
CODE:    5N0635  
ACCREDITATION:  QQI   
NFQ LEVEL:   5 Minor Award  
CREDIT VALUE:  5

PURPOSE: The	award	will	equip	the	learner	
with the competence to understand the meal 
experience concept and serve plated food and 
accompanying beverages to customers, under 
supervision.

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Describe the role of eating well in 
socio-cultural	and	gastronomic	terms	
including the marriage of food and drink, 
sensory evaluation of food, and the meal 
experience

• Explain the evolution of international 
gastronomy

• Evaluate the development of Irish 
gastronomy,	including	the	influence	
of historic country house cooking, the 
effects	of	the	Great	Famine	in	Ireland,	
the development of early Irish hotels and 
restaurants, and current trends

•	 Evaluate	the	influence	of	famous	chefs	
and authors in the history of food from the 
industrial revolution to the present

• Identify changes in eating habits in the 
home	market,	explaining	the	influences	
behind these changes 

• Evaluate emerging trends in gastronomy 
and	their	exponents,	including	eco-
gastronomy, slow food, molecular 
gastronomy

• Explain the development of gastronomic 
tourism.

ASSESSMENT:   
Project 70%  
Examination – Theory 30% 

Throughout the course you will receive 
ongoing support in how to complete the 
project and how to prepare for the theory 
examination. 

FOR MORE INFORMATION or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Gastronomy 
CODE:    6N0647  
ACCREDITATION:  QQI   
NFQ LEVEL:   6 Minor Award  
CREDIT VALUE:  5

PURPOSE: The	award	will	equip	the	learner	
with the competence to appreciate the role of 
gastronomy in the culinary arts.
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LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Evaluate the role and structures of the 
major sectors which make up the modern 
tourism and hospitality industry

• Evaluate the structures, functions, and 
operations of hospitality organisations in a 
changing competitive environment

•	 Assess	the	role,	function,	and	techniques	
of human resource management 
in a hospitality organisation, and its 
contribution to service delivery and 
employee retention

• Explain the principles and applications of 
marketing, sales, product development, 
internal and external customer 
relationship management in a tourism and 
hospitality context

• Evaluate the determinants, 
implementation, and measurement of 
best practice in a range of hospitality 
enterprise departments

•	 Evaluate	quality	management	systems	
relevant to accommodation for use and 
applicability

•	 Explain	the	principles	of	budgeting,	book-
keeping,	final	accounts,	stock,	cost,	and	
sales control

• Identify key provisions of legislation and 
regulation relating to employment and 
operations in the hospitality sector

• Use a range of information technology 
and ecommerce applications relevant to 
the hospitality sector

•	 Demonstrate	the	skills	required	to	recruit,	
motivate,	and	monitor	staff,	and	to	devise,	
implement and evaluate induction and 
skills training for hospitality personnel

•	 Perform	routine	financial	calculations	
in	respect	of	sales,	purchases,	profit	
and loss, labour costs, materials costs, 
overhead costs and V.A.T. 

•	 Analyse	profit	and	loss	accounts,	balance	
sheets	and	cash	flow	statements

•	 Evaluate	operational	areas	and	equipment	
for	energy	efficiency,	sustainability,	and	
environmental impact

ASSESSMENT:   
Project 60%  
Examination – Theory 40% 

Throughout the course you will receive 
ongoing support in how to complete the 
project and how to prepare for the theory 
examination. 

FOR MORE INFORMATION or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Hospitality 
Business Systems 
CODE:    6N0650  
ACCREDITATION:  QQI   
NFQ LEVEL:   6 Minor Award   
CREDIT VALUE:  15

PURPOSE: The	award	will	equip	the	learner	
with the competence to implement business 
systems, principles, and practices relevant to the 
hospitality sector.

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Describe the roles and enforcement 
powers of the various bodies responsible 
for food safety, for example: the Food 
Safety Authority of Ireland, and the 
European Food Authority

•	 Evaluate	the	principles,	requirements,	
procedures, and implementation of a food 
safety management system (based on 
HACCP principles) in line with legislation

• Explain the role of the HACCP team 

• Create a food safety management system 
using HACCP principles

• Adapt a food safety management system 
to volume cookery in line with HACCP 
principles and international standards 

• Ensure the safety of food items produced 
in a professional kitchen in line with 
national and international food safety 
guidelines, for example, the IS: 340 
standards

• Evaluate recent technological advances in 
food production systems and critical food 
safety watch points. 

ASSESSMENT:   
Assignment 30%  
Examination – Theory 70% 

Throughout the course you will receive 
ongoing support in how to complete the 
assignment and how to prepare for the theory 
examination. 

FOR MORE INFORMATION or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Culinary 
Food Safety 
Management 
CODE:    6N0641  
ACCREDITATION:  QQI   
NFQ LEVEL:   6 Minor Award  
CREDIT VALUE:  5

PURPOSE: The	award	will	equip	the	learner	
with the competence to devise and evaluate 
professional kitchen food safety systems in line 
with the principles of Hazard Analysis and Critical 
Control Points (HACCP).
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LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Explain menu structure, planning, pricing, 
and design 

•	 Describe	current	trends	influencing	menu	
design 

• Evaluate the role of ethics and 
transparency in menu writing

• Evaluate a range of contemporary 
nutritional and world issues impacting on 
food choice and menu design

• Explain the absorption and utilisation of 
the main nutritional components of food

•	 Adapt	cooking	techniques	and	storage	
principles for maximum retention of 
nutrients

•	 Assess	the	effect	of	additives,	
supplements, and new presentation 
techniques	on	nutritional	value	of	food	

• Evaluate diets in terms of recommended 
dietary allowances

• Incorporate knowledge of food allergies 
and food intolerance in menu design and 
menu presentation 

• Evaluate menus from a nutritional and 
gastronomic point of view

• Apply nutritional knowledge to creative 
menu planning

• Explain the role of the menu as a public 
display of an establishment’s food and 
beverage capability

• Develop a range of strategies for 
marketing menus

• Adapt classical menus and dishes to 
include healthy options and to meet 
specific	dietary	needs

• Create a range of innovative menus 

•	 Devise	a	two-week	menu	cycle	of	varied	
and	innovative	low-cost	menus	using	
seasonal and local produce 

• Implement procedures for updating 
menus consistently and seasonally.

ASSESSMENT:   Project 40%  
Examination – Theory 60% 

Throughout the course you will receive 
ongoing support in how to complete the 
project and how to prepare for the theory 
examination. 

FOR MORE INFORMATION or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Menu Design and 
Applied Nutrition 
CODE:    6N2097  
ACCREDITATION:  QQI   
NFQ LEVEL:   6 Minor Award   
CREDIT VALUE:  10

PURPOSE:	The	award	will	equip	the	learner	with	
the competence to devise a range of creative 
menus	considering	nutritional	requirements,	
special dietary needs, and current nutritional 
trends.

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Design a suitable menu for an event, 
having regard to cost, composition, 
aesthetics, nutritional balance, marketing 
appeal and provision for special dietary 
needs

• Provide a nutritional analysis for special 
dietary needs

•	 Use	a	range	of	techniques	to	promote	
and market a culinary event

• Plan a complete food production and 
service cycle for a culinary event, 
including:	-	Purchasing	specifications	-	
Ordering	and	receiving	goods	-	Kitchen	
organization	-	Restaurant	aesthetics	-	
Plan	of	work	-	Work	and	duty	rotas	for	
team	-	Cost	and	quality	control	-	Hygiene,	
safety,	and	cleaning	arrangements	-	Food	
and beverage service 

• Supervise the implementation of a 
planned event

• Evaluate an event in terms of: Impact 
–	Innovation	-	Staff	motivation	and	
teamwork	-	Customer	feedback	-	
Operational	efficiency	-	Yield	and	
profitability	-	Value	for	money	-	Safety	and	
hygiene

• Evaluate the environmental aspects of an 
event in terms of energy management, 
water usage, waste, and recycling.

ASSESSMENT:   
Project 100%  

Throughout the course you will receive 
ongoing support in how to prepare the project. 

FOR MORE INFORMATION or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Producing a 
Culinary Event 
CODE:    6N0657 
ACCREDITATION:  QQI  
NFQ LEVEL:   6 Minor Award  
CREDIT VALUE:  15

PURPOSE: The	award	will	equip	the	learner	with	
the competence to design, organise, implement, 
and evaluate a meal experience for a designated 
customer segment.
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City & Guilds 
Diploma in 
Hospitality 
Supervision and 
Leadership
ACCREDITATION:  City & Guilds (Level 3)  
NFQ LEVEL:   5   
CREDITS:   37

PURPOSE: The	aim	of	this	programme	is	to	equip	
learners with the ability to work as part of a team in a 
hospitality and tourism establishment in a leadership 
capacity, and to provide them with an awareness 
of how their team leadership contributes towards 
business success.   It will enable them to respond 
appropriately	to	customer	requirements	and	issues	
in a professional manner and to be responsible for 
delivering a positive customer experience.

The successful completion of the Developing 
Leaders in Hospitality and Tourism Team Leadership 
programme	can	help	candidates	to	find	a	job	in	a	wide	
range of team leadership roles in the Hospitality and 
Tourism sector.

NON-ACCREDITED COURSE MODULES

• Induction

• Digital Skills

• Workplace Wellness

• Green Skills

CITY & GUILDS ACCREDITED COURSE MODULES

• Set objectives and provide support for team 
members (C&G 7250-401)

• Develop working relationships with colleagues 
(C&G 7250-402)

• Contribute to the control of resources  
(C&G 7250-403)

• Maintain the health, hygiene, safety, and security 
of the working environment (C&G 7250-404)

• Lead a team to improve customer service  
(C&G 7250-405)

• Supervise functions (C&G 7250-408)
• Supervise practices for handling payments  

(C&G 7250-426)
• Manage the Environmental impact of work 

activities (C&G 7250-428)

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Demonstrate understanding of own role and 
department’s role 

• Demonstrate and maintain excellent knowledge 
of the establishment’s products and services, 
and	promote	the	establishment’s	offer	to	
customers to help maximize sales

• Demonstrate time management and 
organisational skills including problem solving 
and decision making in own area of responsibility

• Prepare for departmental service and complete 
billing and payment procedures 

• Provide customer service while adhering to 
professional workplace and establishment 
standards, and monitor customer feedback

•	 Apply	effective	communications	by	leading	and	
coaching	a	team	to	deliver	effective	customer	
service	while	assuming	full	responsibility	for	self-
understanding and consistency of behaviour

•	 Support	new	business	ideas	to	maintain/
improve competitive value and establishment 
differentiation

• Demonstrate a basic awareness of costs within 
the establishment and the importance of 
profitability

• Demonstrate an awareness of sustainable 
practices within a hospitality and tourism 
establishment

• Demonstrate a working knowledge of the 
establishment’s HR and wellness practices with 
legislation,	health	and	safety	requirements	and	
relevant	by-laws

• Demonstrate a working knowledge of 
technology, appropriate for own role

• Understand career pathways within the 
hospitality and tourism industry, including 
progression opportunities for current role

• Learn to take responsibility for own learning 
within a managed environment and undertake a 
range	of	training	or	learning	activities	to	acquire	
new or update existing skills and knowledge

• Apply knowledge gained from professional 
development activities to improve own 
working practices and the operations of the 
establishment.

LEARNER PROFILE:       

Education: Applicants seeking entry to the 
programme must also be capable of completing 
the programme assessments. They must have 
achieved a minimum of a NFQ Level 4 Major Award 
or	its	equivalent	prior	to	entry	to	the	programme,	or	
have achieved the relevant skills, knowledge, and 
competences through work experience.  

Aptitude: Learners must be currently employed in, or 
aspire to progress from their current role into, a team 
leader role in a hospitality or tourism establishment. 

Previous Experience: Applicants must have achieved 
the relevant skills, knowledge and competences 
required	to	enter	this	programme	through	previous	
work experience

All	applicants	must	have	access	to	a	laptop/PC	with	
camera,	sound,	and	good	broadband/Wi-Fi

ASSESSMENT: Portfolio 100%
Throughout the course you will receive ongoing 
support in how to complete your portfolio.

FOR MORE INFORMATION or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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Supervisory 
Management (for the 
Hospitality Industry)

CODE:    6N4329     
ACCREDITATION:  QQI           
NFQ LEVEL:   6        Minor Award      
CREDIT VALUE:  15

PURPOSE: The	award	will	equip	the	learner	with	the	competence	to	work	in	a	supervisory	capacity	
within the hospitality industry.

 

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Summarise the duties and responsibilities 
of a hospitality supervisory manager, to 
include reference to relevant policies and 
services in the chosen vocational or work 
environment

•	 Evaluate	up-to-date	industry	standards,	
guidelines and recommended practices 
that	affect	the	work	environment,	to	
include the purpose and methods of 
supervision,	the	staff	code	of	conduct,	
advantages, and disadvantages of 
in-house	and	contract	staff,	and	of	
membership of professional or trade 
associations,	trade	unions	and/or	a	works	
committee

• Describe the precautions necessary to 
safeguard	information	and/or	records

•	 Describe	key	steps	required	to	recruit	
staff,	to	include	pre-planning,	methods	
to	source	and	screen	staff,	use	of	an	
application form to shortlist candidates, 
and	the	benefits	of	a	chosen	approach

•	 Analyse	the	risks	for	which	adequate	
insurance cover is recommended

•	 Draft	a	range	of	procedures	for	work-
related activities, to include lines 
of communication with customers, 
colleagues and other relevant parties, 
procedures	for	maintaining	effective	
standards	of	service,	criteria	for	staff	
recruitment, criteria for supervisory 
procedures

•	 Devise	a	system	for	maintaining	work-
related records, to include operational 
records,	a	staff	work	roster,	and	a	
maintenance	schedule	for	equipment	and	
vehicles where appropriate

• Prepare a departmental budget, to 
include details of planned spending under 
several headings and of contingency 
spending

•	 Train	staff,	drawing	on	up-to-date	industry	
standards in training using appropriate 
aids and supporting material, and 
assessing the suitability of individuals 
during the training session

•	 Carry	out	staff	evaluations	to	include	
achievement of objectives, feedback 
on	performance,	identification	of	
opportunities for personal development.

ASSESSMENT:       
Skills Demo 60%                 
Portfolio/Collection of Works 40%

Throughout the course you will receive 
ongoing support in how to complete the 
portfolio/collection	of	works	and	how	to	
prepare for the skills demo.

FOR MORE INFORMATION or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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50 Shades Greener 
- ONLINE Training 
Programme for 
the Hospitality 
Industry

PURPOSE: The aim of this programme is to 
provide the knowledge and skills a hospitality 
or tourism business need, to be able to control 
and reduce their use of utilities. 

• A reduction of utilities will result in a 
reduced Carbon Footprint & reduced 
running costs for the business. 

• This course is “The easiest way to 
implement sustainable actions at your 
Hospitality business” rather than asking a 
business to invest in infrastructure, solar, 
lighting etc. 

• This programme upskills the business 
workforce	to	affect	change	in	reducing	
the amount of energy or water it uses 
and how to reduce the amount of waste it 

produces. 

• Focused on the three pillars of 
sustainability-energy,	water	and	waste	
this programme:

-	 	 Establishes	Baselines	&	Green	KPI’s	
(Carbon Calculations) 

-	 	 Monthly	Benchmarking	of	Utilities	

-	 	 Short	and	easy	to	follow	videos,	
to	train	all	staff	members	of	each	
organisation. 

This programme enables an organisation to 
embed sustainability practices and spread 
green messaging to all employees within the 
hospitality/tourism	business	&	is	delivered	as	
a	convenient	self-directed	online	programme.

COURSE CONTENT: This course is divided into 
6	modules.	How	quickly	a	company	completes	
each module is completely up to them as it 
is determined by their business. There is 4.5 
hours of video tuition over 4 months, this does 
not include the implementation time and tasks 
as this would be determined by each business.

It is envisaged that Modules 1 & 2 will be 
completed	in	the	first	month,	Module	3	in	
the following 2 weeks, then allow a month to 
implement	each	of	Modules	4	&	5	and	the	final	
2	weeks	to	implement	Module	6.	This	is	an	on-
going learning process for the company, and 
they have support from 50 shades greener for 
1 year.

LEARNING OUTCOMES: On completion of this 
programme learners will have the knowledge 
and skills to develop, implement and monitor 
the three pillars of sustainability, energy, water, 
and waste. 

Key learning outcomes:

• Set key performance indicators 
identifying cost and carbon footprint

•	 Develop,	implement,	and	run	an	effective	
green management team.

•	 Raise	the	awareness	of	staff	across	all	
departments	to	the	benefits	and	policy	of	
sustainable practices within the business.

• Understand and know how to calculate 
water	flow	rates	and	usage	within	a	
business setting and complete a water 
action plan.

• Understand and know how to implement 

a waste management policy within a 
business setting and complete a water 
action plan.

• Understand and know how to implement 
energy reduction and management 
practices within a business setting and 
complete an energy action plan.

• Understand how to develop and 
implement an environmental policy to 
your business and leverage marketing 
opportunities from your sustainable 
business practices.

• Identify and apply for the most 
appropriate green awards available to 
your business.

FOR MORE INFORMATION or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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PURPOSE: The programme awarded by the Confederation of Tourism and Hospitality Awards 
and	accredited	by	Ofqual,	provides	a	credible	programme	of	study	to	support	learners	in	being	
competent in the measuring, monitoring, and managing of carbon emission reduction. It is a 
management level programme that has been built around an understanding of what hospitality 
businesses	need	to	‘build	back	greener’.	There	are	clear	benefits	to	learners,	educational	
institutions, and employers in undertaking the programme.

Certificate in 
Environmental 
Sustainability 
Management in 
Hospitality 

ACCREDITATION:  CTH (Level 4) 
NFQ LEVEL:  6 

COURSE BENEFITS:

• Formally recognised skills that have 
tangible value to any employer. Tasks 
undertaken can lead to savings in the 
workplace/institute	or	home.

• The only Carbon Emissions reduction 
programme at Level 4 designed 
specifically	for	the	Hospitality	sector.

• Teaches green skills that are growing 
in demand by employers, according to 
Linkedin.

• All materials provided.

• Full support from the FSG team for the 
online option or the Fifty Shades Greener 
licensed	trainer	for	the	in-house	coaching	
programme.

HOW IT WORKS: Green managers who are 
already engaged with the Green Business 
programme	through	the	Kildare	&	Wicklow	
Education & Training Board led project, can 
put themselves forward upon starting the 
programme, to complete the two assessments 
required	in	order	to	pass	and	receive	this	
qualification.	

Once a student completes the Green Manager 
module, they will be eligible to sit the online 

exam to attain this award. The Green Manager 
must notify the FSG team that they wish 
to	register	for	the	qualification	and	provide	
the	required	details.	Once	they	have	been	
registered, they will then need to complete 
the green manager module and implement 
the actions accordingly as per the provided 
student assessment handbook.

ASSESSMENT:  
The exam comprises of two components: 

1.  Implementation of the learning at a 
Hospitality business or college building. 

2.  Online written exam.

Implementation:

The	first	part	of	the	assessment	is	the	
implementation of the learning from the 
programme. 

In order to demonstrate this part, the student 
will	need	to	complete	the	required	workbooks	
as listed in their student assessment 
handbooks and submit them to the FSG team 
for review.

Once the green manager’s work has been 
reviewed and assessed and a pass achieved, 
Fifty Shades Greener submit their work to 
CTH for further review. Once both parties are 
satisfied	with	the	submitted	work,	they	can	
then register for the online examination.

Online Examination:

The exam takes 90 minutes and will consist of: 

•		 Multiple	choice	questions	

•  Short written answers 

FOR MORE INFORMATION: Green Managers 
wishing	to	register	for	the	qualification	must	
contact training@fiftyshadesgreener.ie 
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Hair and 
Beauty 
Courses
 
Anatomy & Physiology (QQI Level 5)    116

ITEC Diploma for Beauty Specialists  
(ITEC	Level	2	/	NFQ	Level	4)			  118

Skin	Care,	Eye	Treatments	and	Make-Up	 
(QQI Level 5)    120

Manicure, Pedicure and Waxing (QQI Level 5)    122

ITEC Diploma in Holistic Massage  
(ITEC	Level	3	/	NFQ	Level	5)		  124

Body Massage and Figure Analysis  
(QQI Level 5)   126

Indian Head Massage (QQI Level 6)    128

Facial Electrics (QQI Level 5)   129

Body Electrics (QQI Level 5)    130

Electrical Epilation (QQI Level 6)    131

Hairdressing	Senior	Trade	Certificate 
(Level	6	&	VTCT	[ITEC]	Level	2	/	NFQ	Level	3)		  132

114
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Anatomy & 
Physiology
CODE:    5N0749 
ACCREDITATION: QQI  
NFQ LEVEL:   5 Minor Award  
CREDIT VALUE:  15

PURPOSE: The	award	will	equip	the	learner	with	
the competence to understand the structure 
and function of the human body and the 
interrelationship between its systems.

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

•	 Differentiate	between	Anatomy	and	
Physiology 

• Describe the structure and function of a 
typical animal cell and its organelles

• Classify tissues into the four main groups: 
epithelial, connective, muscle, and nervous 
tissue,	identifying	the	different	tissues	
within	each	classification

•	 Differentiate	between	benign	and	
malignant tumours 

• Outline the composition of bone, including 
the functions of the skeleton, the main 
bones of the appendicular and axial 
skeleton and the structure of a typical long 
bone

• Identify the major categories and functions 
of	joints,	differentiating	between	the	four	
types of synovial joints

• Identify the main muscles of the body, 
differentiating	between	the	three	types	of	
muscle and the interconnections between 
the skeletal and muscular systems in body 
movement

• Outline the structure and function of blood 
and its role in maintaining immunity both 
active and passive 

• Describe the function of the heart 
including, the structure of arteries, veins 
and capillaries, the cardiac cycle, and 
the	flow	of	blood	through	the	main	blood	
vessels and blood pressure

• Identify the component parts of the 
lymphatic system, its functions, and its 
relationship with the blood system

• Identify the parts of the digestive system, 
including its associated organs and their 
function, the parts of the stomach and the 
functions of each of the four layers of the 
alimentary canal

• Outline the composition of protein, fats 

and carbohydrate and the process of 
absorption and the assimilation and 
metabolism of the breakdown products of 
digestion

• Describe the structure and identify the 
parts of the respiratory system

• Describe the role of muscles, blood, 
and the nervous system in the breathing 
process 

• Explain the process of gas exchange in the 
alveoli 

• Describe the male and female reproductive 
systems including the function of each 
reproductive organ and the role of 
hormones in the reproductive process

• Explain the terms insemination, fertilisation 
and implantation and the development of 
the	embryo	in	the	first	trimester	

• Explain the function of the main parts of 
the brain and how a nerve impulse travels 
along the nervous system

•	 Differentiate	between	the	Central,	
Peripheral and Autonomic Nervous 
Systems,	explaining,	how	reflex	action	
works

•	 Differentiate	between	endocrine	and	
exocrine glands 

• Explain the role of hormones in metabolic 
processes,	including	the	effects	of	over	
secretion and or under secretion of insulin, 
thyroxine and growth hormone and the 
difference	between	a	nervous	system	and	
a hormonal system

• Explain the urinary system, outlining the 
gross and microscopic (nephron) structure 
and function of the kidney

• Outline the structure of the skin, including 
its key parts, main functions and the 
relationship between the skin, the 
circulatory system, and the nervous system

•	 Reflect	on	the	role	of	the	human	body	and	
the interrelationship between the systems 
of the body

ASSESSMENT:  Assignment 40%  
Examination – Theory 60%
Throughout the course you will receive ongoing 
support in how to prepare the assignment and 
how to prepare for the examination. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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ITEC Diploma for 
Beauty Specialists

CODE:    iBT2D7  
ACCREDITATION: VTCT (ITEC)  
LEVEL:   ITEC Level 2 (NFQ Level 4)

PURPOSE: The main aim of the VTCT (ITEC) 
Level 2 Diploma for Beauty Specialists is to 
enable learners to gain the necessary practical 
and theoretical skills in order to provide beauty 
specialist treatments to the general public 
and to gain employment in the beauty therapy 

industry.	This	qualification	is	suitable	for	 
learners aged 16 and over and is designed to 
provide occupational competence at level 2. 
It also provides a sound platform into further 
training at level 3.

ITEC ACCREDITED COURSE MODULES

• Skin and Eye Treatments (iUBT427)

• Make Up (iUBT428)

• Manicure and Pedicure (iUBT429)

• Waxing (iUBT430)

• Professional Conduct and Business 
Awareness (iUBT434)

LEARNING OUTCOMES:  On completion of this 
programme the learner will be able to:

•	 Care	of	the	skin	-	to	include	consultation,	
skin analysis, cleansing, exfoliation, facial 
massage, and the use of face masks

•	 Care	of	the	eyebrows	and	eyelashes	-	to	
include shaping and lash and brow tinting

•	 Application	of	all	make-up	products	-	to	
include recognition of face shapes and 
corrective	make-up	

•	 Care	of	the	hands	and	feet	-	to	include	nail	
care, exfoliation, massage and nail painting 

•	 Waxing	-	to	include	removal	of	hair	using	
hot and warm wax methods The learner 
will also develop knowledge about related 
health and safety and client care and 
communication which is essential to work 
and be successful in the beauty industry.

• Apply the related knowledge and 
understanding	required	to	perform	the	
beauty treatments listed above as well 
as understanding the structures that the 
learner will be working over, recognition 
of skin types, skin and nail diseases and 
reasons	that	may	affect	whether	a	client	
should or should not be treated 

• Focus on the development of their wider 
skills in a beauty therapy setting, such as 
communicating with clients, working with 
others and problem solving 

•	 Develop	a	range	of	skills,	techniques,	
personal	qualities	and	attitudes	essential	
for successful performance in employment 
as a beauty specialist

ASSESSMENT:  

Skin and Eye Treatments: Examination – Practical 
and Theory MCQ plus Portfolio of Evidence 
(Case Studies 5 Treatments)

Make Up: Examination – Practical and Theory 
MCQ plus Portfolio of Evidence (Case Studies 5 
Treatments)

Manicure and Pedicure: Examination – Practical 
and Theory MCQ plus Portfolio of Evidence 
(Case Studies 5 Treatments)

Waxing: Examination – Practical and Theory 
MCQ plus Portfolio of Evidence (Case Studies 5 
Treatments)

Professional Conduct & Business Awareness:  
Examination	-	Theory	MCQ

Throughout the course you will receive ongoing 
support in how to complete your portfolio 
of evidence and how to prepare for the 
examinations. 

FOR MORE INFORMATION: or to apply for this course contact the Skills to Advance  
Team on skillstoadvance@lmetb.ie
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Skin Care, Eye 
Treatments and 
Make-Up
CODE:   5N3466 
ACCREDITATION:  QQI  
NFQ LEVEL:   5 Minor Award  
CREDIT VALUE:  15

PURPOSE: The	award	will	equip	the	learner	with	
the competence to work autonomously and 
independently in carrying out skincare and eye 
treatments	and	in	applying	make-up.

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Examine the purpose and methods of skin 
analysis and consultation 

• Explain the importance of client care, 
confidentiality,	and	professionalism	in	the	
provision of skin care, eye treatments and 
make-up	application	

• Describe the functions and pathology of 
the skin 

• Describe the structure of the skin with aid 
of a diagram

• Describe how ageing, lifestyle and 
environmental	factors	can	affect	the	skin	
and its underlying structures

• Identify the main ingredients used in 
skincare products and describe their 
effects	on	the	skin

• Describe the anatomy and physiology of 
the head, neck, and shoulders 

•	 Explain	the	uses,	benefits,	and	effects	of	
five	classical	facial	massage	movements

•	 Examine	the	benefits,	effects,	and	uses	of	
facial masks 

•	 Examine	the	benefits	and	effects	of	tinting	
the	lashes	and	tinting	and	re-shaping	the	
brows

• Describe the products available for 
treatments

•	 Differentiate	between	the	different	
methods of sterilisation and sanitisation

• Describe common skin diseases and 
disorders 

•	 Explain	the	use	of	make-up	according	to	
the occasion, client colouring, age, and 
preferences, to include corrective, day, 
evening, and special occasion

•	 Describe	the	effect	of	lighting	on	make-up	

•	 Identify	different	skin	tones	and	advise	on	
the use of corrective products 

•	 List	the	main	ingredients	used	in	make-up	
and	explain	their	effects	on	the	skin

•	 Explain	air	brushing	techniques	

•	 Identify	indications,	contra-indications,	and	
contra actions to treatments

• Carry out consultations to identify suitable 
treatments and their objectives

•	 Carry	out	any	relevant	tests	required	prior	
to treatments

• Conduct and adapt skin care treatments 
to suit the treatment area and the client’s 
needs within a commercially acceptable 
time limit

• Conduct and adapt eye treatments to suit 
the treatment area and the client’s needs 
within a commercially acceptable time limit

•	 Identify	the	different	face	shapes,	eye	
shapes, nose shapes and lip shapes and 
demonstrate how to contour and highlight

•	 Conduct	and	adapt	make-up	treatments	
to suit the treatment area and the client’s 
needs within a commercially acceptable 
time limit

• Provide appropriate aftercare and 
homecare advice 

• Implement good practice regarding health 
and safety guidelines when conducting 
treatments 

• Ensure the positioning and client and 
therapist is correct for all treatments

•	 Record	and	reflect	on	the	results	of	
treatments 

• Communicate and behave in a professional 
manner 

• Adhere to manufacturer’s instructions for 
the use of professional products

ASSESSMENT:   
Examination – Theory 30%  
Examination – Practical 70%
Throughout the course you will receive ongoing 
support in how to prepare for the examinations. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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PURPOSE: The	award	will	equip	the	learner	with	the	competence	to	work	autonomously	and	
independently to carry out manicure, pedicure, and waxing treatments.

Manicure, Pedicure 
and Waxing
CODE:    5N3467  
ACCREDITATION:  QQI  
NFQ LEVE:   5 Minor Award  
CREDIT VALUE:  15

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Discuss the importance of client care, 
confidentiality,	and	professionalism,	when	
providing treatments

•	 Explain	the	specific	hygiene	precautions	
required	for	treatments

• Describe the anatomy and physiology of 
the lower arm, hand, lower leg, and foot

• Describe with aid of a diagram the 
structures of the nail

• Describe with the aid of a diagram the 
structure of the hair

•	 Describe	the	different	hair	types

• Explain, with the aid of a diagram, the hair 
growth	cycle	and	the	factors	that	affect	
hair growth 

• Describe the methods available for hair 
removal 

• Describe the main ingredients used in 
manicure, pedicure and waxing products 
and	explain	their	effects	on	the	skin

• Describe the common hair and nail 
diseases and disorders

•	 Differentiate	between	the	different	
methods of sterilisation and sanitisation

•	 Identify	indications,	contra-indications,	
and contra actions to treatments 

• Carry out consultations to identify suitable 
treatments and their objectives

•	 Carry	out	any	relevant	tests	required	prior	
to treatments

• Conduct and adapt manicure, pedicure, 
and waxing treatments to suit the 
treatment area and the client’s needs 
within a commercially acceptable time 
limit 

• Provide appropriate aftercare and 
homecare advice 

• Implement good practice regarding 
health and safety guidelines when 
conducting treatments

• Ensure the positioning of both client and 
therapist is correct for all treatments

•	 Record	and	reflect	on	the	results	of	
treatments

• Communicate and behave in a 
professional manner

• Adhere to manufacturers’ instructions for 
the use of professional products

ASSESSMENT:   
Examination – Theory 30%  
Examination – Practical 70%

Throughout the course you will receive 
ongoing support in how to prepare for the 
examinations. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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PURPOSE: The	main	aim	of	this	qualification	is	to	enable	learners	to	gain	the	necessary	practical	
and theoretical skills in order to provide massage treatments to the general public. 

ITEC Diploma in 
Holistic Massage
CODE:    iCT3D8  
ACCREDITATION:  VTCT (ITEC)  
LEVEL:   ITEC Level 3 (NFQ Level 5)

ITEC ACCREDITED COURSE MODULES:

• Holistic Massage (iUBT432)

• Anatomy & Physiology (iUBT435)

• Professional Conduct and Business 
Awareness (iUBT434)

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

•	 Perform	consultation	techniques	–	to	
include understanding the needs of 
clients and when and when not to 
treat	them,	contra-indications,	referral	
procedures	explaining	possible	contra-
actions and providing aftercare and 
homecare advice

• Understand health, safety, and hygiene 
– contextualised to the environment in 
which the learner is working

•	 Apply	holistic	massage	techniques	–	to	
include selecting a suitable massage 
medium for the client’s skin type, classical 
massage movements and adapting the 
treatment	to	the	client’s	specific	needs

• Develop knowledge about current 
legislation and working practice 

requirements	and	client	care	and	
communication which is essential to work 
and be successful in the industry.

• Understand the related knowledge 
required	to	perform	the	massage	skills,	
in particular the anatomy and physiology 
of the body and common diseases and 
disorders	that	may	affect	when	a	client	
should or should not receive treatment

• Have the knowledge and understanding 
of the principles and practice of 
complementary therapies

• Have the knowledge and understanding 
of professional conduct and business 
awareness in a complementary therapies 
context

• Have opportunities to focus on the 
development of their wider skills in a 
massage setting such as communicating 
with clients, working with others and 
problem solving

•	 Develop	a	range	of	skills,	techniques,	
personal	qualities,	and	attitudes	
essential for successful performance 
in employment as a holistic massage 
therapist

ASSESSMENT:   
Holistic Massage: Examination – Practical 
and Theory MCQ plus Portfolio of Evidence 
(Case Studies 5 clients x 4 Treatments = 20 
Treatments)

Anatomy & Physiology: Examination	-	Theory	
MCQ

Professional Conduct & Business Awareness: 
Examination	-	Theory	MCQ

Throughout the course you will receive 
ongoing support in how to prepare for the 
examinations. 

FOR MORE INFORMATION: or to apply for this course contact the Skills to Advance 
Team on skillstoadvance@lmetb.ie
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PURPOSE: The	award	will	equip	the	learner	with	the	competence	to	work	autonomously	and	
independently	in	carrying	out	figure	analysis	and	body	massage	treatments.

Body Massage and 
Figure Analysis
CODE:    5N3465  
ACCREDITATION:  QQI  
NFQ LEVEL:   5 Minor Award   
CREDIT VALUE:  15

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Examine the reasons for and methods of 
consultation,	figure	diagnosis	and	analysis	

• Explain the relevance of medical history, 
medications taken and lifestyle, to body 
massage treatments

•	 Identify	indications,	contra-indications,	
and contra actions to treatments 

• Explain the importance of referral 
procedures

• Describe postural defects

•	 Describe	the	different	body	types

• Explain the concept of body massage 
and the principles underpinning good 
massage practice

• Explore the history and development of 
massage	techniques	to	include	Swedish	
body massage

•	 Differentiate	between	the	uses	and	
effects	of	the	five	classical	massage	
movements

• Outline the physiological and 
psychological	benefits	and	effects	of	
massage treatments on the body systems

• Identify the position and action of the 
main muscle groups of the body

•	 Explore	the	effects,	benefits,	and	uses	of	
pre-heat	treatments

• Carry out a consultation to identify 
suitable massage treatments 

• Demonstrate correct client care, modesty, 
and hygiene necessary when conducting 
body analysis and providing massage 
treatments

•	 Carry	out	a	detailed	figure	analysis	to	
include the calculation of the client’s body 
mass index

• Carry out muscle tone tests on the major 
muscle groups

• Devise appropriate plans to include follow 
up treatments, aftercare, homecare 
advice, dietary advice, and product 
recommendations 

• Conduct and adapt treatments to suit 
the treatment area and the client’s needs 
within a commercially acceptable time 
limit

• Implement good practice regarding 
health and safety guidelines when 
conducting treatments 

• Ensure the positioning of both client and 
therapist is correct for all treatments

• Communicate and behave in a 
professional manner 

•	 Record	and	reflect	on	the	results	of	
treatments

• Adhere to manufacturers’ instructions for 
the use of professional products

ASSESSMENT:   
Examination – Theory 30%  
Examination – Practical 70%

Throughout the course you will receive 
ongoing support in how to prepare for the 
examinations. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie
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LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Explain the importance of taking a holistic 
approach to clients and treatments

• Explain the principles of integral biology 

• Describe the anatomy and physiology of 
the head, neck, and shoulders

• Describe the structure of the hair and the 
hair growth cycle

• Describe the history of Indian Head 
massage including Ayurveda and basic 
Doshas

• Describe the physiological and 
psychological	effects	and	benefits	of	
Indian Head Massage

•	 Identify	the	indications,	contra-indications,	
and contra actions to Indian Head 
Massage

• Describe how conditions can be treated 
using	carrier	oils	and	their	effects	and	
benefits

• Describe the massage movements 
appropriate to Indian Head Massage

• Explain the importance of chakras, 
energy, and pressure points

• Identify other therapies and or treatments 
which may be appropriate to the client

• Explain the importance of referral 
procedures

• Carry out a consultation prior to treatment

• Conduct and adapt an Indian Head 
massage treatment to suit the client’s 
needs within a commercially acceptable 
time limit

• Provide appropriate aftercare and 
homecare advice 

• Implement good practice regarding 
health and safety guidelines when 
conducting treatments

• Ensure the positioning of both client and 
therapist is correct for all treatments

•	 Record	and	reflect	on	the	results	of	
treatments 

• Communicate and behave in a 
professional manner

• Adhere to manufacturer’s instructions for 
the use of professional products

ASSESSMENT:   
Examination – Theory 30% 
Examination – Practical 70%

Throughout the course you will receive 
ongoing support in how to prepare for the 
examinations. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Indian Head 
Massage
CODE:    6N3477  
ACCREDITATION:  QQI  
NFQ LEVEL:   6 Minor Award   
CREDIT VALUE:  15

PURPOSE: The	award	will	equip	the	learner	with	
the competence to work autonomously and 
independently to carry out Indian Head Massage 
treatments.

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

•	 Identify	indications,	contra-indications,	
and contra actions to treatments 

•	 Identify	suitable	products	required	
to meet the needs of the client, the 
treatment and various skin types and 
conditions 

• Describe how treatments can be planned 
and adapted to suit the needs of the 
client and any skin types and conditions 

•	 Explain	the	benefits	and	effects	of	
electrical and electrotherapy treatments

• Explain the principles of electricity and 
electrical	currents	and	their	effects	on	the	
skin 

• Carry out a consultation to identify 
suitable treatments and their objectives 

•	 Carry	out	any	relevant	tests	required	prior	
to treatments

• Select products to suit clients’ treatment 
needs, skin types and skin conditions

• Conduct and adapt treatments to suit 
the treatment area and the client’s needs 
within a commercially acceptable time 
limit 

• Provide appropriate aftercare and 
homecare advice 

• Implement good practice regarding 
health and safety guidelines when 
conducting treatments 

• Ensure the positioning of both client and 
therapist is correct for all treatments

•	 Record	and	reflect	on	the	results	of	
treatments 

• Communicate and behave in a 
professional manner 

• Adhere to manufacturers’ instructions 
for the use of professional products and 
machines

ASSESSMENT:   
Examination – Theory 30%  
Examination – Practical 70%

Throughout the course you will receive 
ongoing support in how to prepare for the 
examinations. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Facial Electrics
CODE:    5N3468 
ACCREDITATION:  QQI  
NFQ LEVEL:   5 Minor Award  
CREDIT VALUE:  15

PURPOSE: The	award	will	equip	the	learner	
with the competence to work autonomously 
and independently in carrying out electrical and 
electrotherapy facial treatments. 
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LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

•	 Identify	indications,	contra-indications,	
and contra actions to treatments 

•	 Identify	suitable	products	required	
to meet the needs of the client, the 
treatment and body conditions 

• Describe how treatments can be planned 
and adapted to suit the needs of the 
client and body conditions

•	 Explain	the	benefits	and	effects	of	
electrical and electrotherapy treatments

• Explain the principles of electricity, 
electrical	currents	and	their	effects	on	the	
skin and body

• Describe common skin diseases and 
disorders

• Carry out a consultation to identify 
suitable treatments and their objectives 

•	 Carry	out	any	relevant	tests	required	prior	
to treatments 

• Select products to suit the client’s 
treatment needs and body conditions

• Conduct and adapt treatments to suit 
the treatment area and the client’s needs 
within a commercially acceptable time 
limit

• Provide appropriate aftercare and 
homecare advice 

• Implement good practice regarding 
health and safety guidelines when 
conducting treatments 

• Ensure the positioning of both client and 
therapist is correct for all treatments 

•	 Record	and	reflect	on	the	results	of	
treatments 

• Communicate and behave in a 
professional manner 

• Adhere to manufacturers’ instructions 
for the use of professional products and 
machines

ASSESSMENT:   
Examination – Theory 30%  
Examination – Practical 70%

Throughout the course you will receive 
ongoing support in how to prepare for the 
examinations. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Body Electrics
CODE:    5N3469  
ACCREDITATION:  QQI  
NFQ LEVEL:   5 Minor Award   
CREDIT VALUE:  15

PURPOSE: The	award	will	equip	the	learner	with	
the competence to work autonomously and

independently in carrying out electrical and 
electrotherapy body treatments. 

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

•	 Describe	the	effects	of	hormones	on	the	
skin and hair 

•	 Identify	indications,	contra-indications,	
and contra actions to treatments

• Describe appropriate referral procedures 

• Explain the purpose and method of 
consultation to include previous hair 
removal methods

• Explain the principles of electricity and 
electrical	currents	and	their	effects	on	the	
skin and hair follicle 

• Describe the types of needles used 
for treatments and how to select the 
appropriate needle

•	 Explain	different	heating	patterns

• Explain the various hair reduction 
technologies 

• Describe the reasons for scarring 

• Describe how to recognise and treat 
normal and abnormal reactions

• Carry out a consultation to identify 
suitable treatments and their objectives, 
including appropriate tests

• Conduct and adapt treatments to suit 
the treatment area and the client’s needs 
within a commercially acceptable time 
limit 

• Provide appropriate aftercare and 
homecare advice

• Implement good practice regarding 
health and safety guidelines when 
conducting treatments 

• Ensure the positioning of both client and 
therapist is correct for all treatments

•	 Record	and	reflect	on	the	results	of	
treatments 

• Communicate and behave in a 
professional manner 

• Adhere to manufacturers¿ instructions 
for the use of professional products and 
machines

ASSESSMENT:   
Portfolio / Collection of Work 20%  
Examination - Theory 20%      
Examination - Practical 60% 

Throughout the course you will receive 
ongoing support in how to complete the 
portfolio	/	collection	of	work	and	how	to	
prepare for the examinations. 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Electrical Epilation
CODE:    6N3475  
ACCREDITATION:  QQI  
NFQ LEVEL:   6 Minor Award   
CREDIT VALUE:  15

PURPOSE:	The	award	will	equip	the	learner	with	
the competence to work autonomously and

independently in carrying out electrical epilation 
treatments.
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PURPOSE: The aim of this programme is to provide learners with the skills, knowledge and 
competency	to	work	effectively	as	a	junior	hairdresser/stylist.	

Hairdressing Senior 
Trade Certificate
CODE:    DESHST  
ACCREDITATION:  Department of  
   Education and Skills         
LEVEL:   6

VTCT (ITEC) Level 
2 Diploma in 
Hairdressing
CODE:    HB2D5  
ACCREDITATION:  VTCT (ITEC)         
LEVEL:   ITEC Level 2 (NFQ Level 4)

LEARNING OUTCOMES: On completion of this 
programme the learner will be able to:

• Advise and consult with clients

• Shampoo, condition and treat the hair and 
scalp

• Cut ladies and men’s hair

•	 Style	and	finish	hair

• Set, dress and upstyle hair

• Colour and highlight hair

•	 Fulfil	salon	reception	duties

• Advanced perm and neutralise hair

•	 Recommend	products	and	offer	customer	
care 

• Apply correct health and safety in the 
salon 

• Understand the science of hairdressing

ENTRY REQUIREMENTS

Applicants must have completed the Junior 
Trade	Certificate	Examination	and	must	hold	
Major	QQI	Level	5	Award	in	Hairdressing	and/
or	Junior	Trades,	proof	will	be	required	on	
application.	It	is	an	essential	requirement	to	
be able to complete this course that you are 
working in the Hairdressing Industry

ASSESSMENT:   

Dept of Education and Skills: Continuous 
Based assessment is carried out over the 
course	duration	with	final	State	Senior	Trade	
Exams (Practical & Theory) held by the 
Department of Education.  

VTCT (ITEC): Theory Examination (MCQ), 
Practical examination and Service Portfolio. 
Throughout the course you will receive 
ongoing support in how to complete the 
assignment and project.

Throughout the course you will receive 
ongoing support in how to prepare for the 
examinations. 

FOR MORE INFORMATION: or to apply for this course contact the Skills to Advance 
Team on skillstoadvance@lmetb.ie
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Green Skills 
Courses
 
Environmental Sustainability Awareness  
(QQI Level 4)    136

Environmental Sustainability in the Workplace 
(QQI Level 5)    137
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PURPOSE: ‘Climate Change’, ‘Carbon 
Footprint’, ‘Green Skills’ and ‘Sustainability’ 
are commonly used terms in the media these 
days.  What do these terms mean and how do 
they apply to everyday life? This course will 
develop learners’ awareness of the impacts of 
environmental change and the key sustainable 
practices that can be implemented at 
individual and community level. 

 

LEARNING OUTCOMES: On completion of 
this programme the learner will be able to 
understand:

• Climate change, other environmental 
pressures, and global initiatives

• Energy management, renewable energy, 
and water conservation

• Sustainable food, food waste prevention 
and sustainable consumption

• The circular economy and waste

• Biodiversity and actions to take

• Greening communities, greening your 
lifestyle, and how to generate a personal 
action plan

 

ASSESSMENT:       
Project 100% - Carry out a personal action plan                  

Throughout the course you will receive 
ongoing support in how to prepare the project.

 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Environmental 
Sustainability 
Awareness
CODE:    4S21809    
ACCREDITATION:   QQI      
NFQ LEVEL:   4    Special Purpose Award                 
CREDIT VALUE:  5

 

PURPOSE: The programme aims to develop 
learners’ awareness of the impacts of 
environmental change and the key sustainable 
practices that can be implemented by a 
business and by an individual. It includes 
an element of experiential learning where 
the employee will apply the skills learned to 
identify sustainability improvement options for 
the	business/workplace	involved.

 

LEARNING OUTCOMES

On completion of this programme the learner 
will be able to:

•	 Describe	the	principal	effects	of	human	
activities on the environment, to include 
depletion of natural resources, climate 
change, pollution, and loss of biodiversity.

• Examine the key measures that 
have been taken to address these 
environmental issues, to include 
all relevant national, international, 
and European policy instruments or 
agreements.

• Identify and assess the environmental 
impacts of individuals and recommend 
actions that can be taken to reduce these 
impacts.

• Scope an environmental improvement 
programme that could be carried out in 
the workplace.

ASSESSMENT:       
Assignment 40%               
Project 60%                          

Throughout the course you will receive 
ongoing support in how to complete the 
assignment and project.

 

FOR MORE INFORMATION: or to apply for this 
course contact the Skills to Advance Team on 
skillstoadvance@lmetb.ie

Environmental 
Sustainability in 
the Workplace
CODE:    5S21793    
ACCREDITATION:   QQI      
NFQ LEVEL:   5    Special Purpose Award      
CREDIT VALUE:  5
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To	find	out	more	about	subsidised	upskilling	and	reskilling	
opportunities across Louth and Meath please get in touch:

	 086	067	9510	/	086	787	0854

 skillstoadvance@lmetb.ie

 @lmetbskillstoadvance

 @lmetbie 

 @LMETB Skills to Advance 

	 www.lmetb.ie/further-education-training/ 
	 employee-skills-development/skills-to-advance/

www.skillstoadvance.ie


