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Introduction 

This module may be delivered as a standalone module leading to certification in a QQI minor award. It may also be delivered as part of an overall validated programme leading to a QQI major or special purpose award.  

The educator [footnoteRef:2]should familiarise themselves with the information contained in Laois and Offaly Education & Training Board’s programme descriptor for the relevant validated programme prior to delivering this module.  [2:  NOTE: Educator in this context refers to a teacher, tutor, instructor, assessor.] 


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

	2. QQI Component Title and Code 

	3. Credit Value of module

	4. Duration in hours

	5. Status 

	6. Special Requirements 

	7. Aim of the Module 

	8. Objectives of the Module 

	9. Minimum Intended Module Learning Outcomes (MIMLOs)

	10. Content
a. Indicative Content
b. Suggested Methodologies for Delivery
c. Suggested Resources

	11. Assessment 
a. Assessment Techniques 
b. Mapping of MIMLOs to Assessment Techniques 
c. Guidelines for Assessment Activities 
d. Eligibility for Certification

	12. Grading 

	13. Learner Marking Sheet(s) 
Assessment Criteria

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


Integrated Delivery and Assessment 
Where this module is delivered as part of a major or special purpose award the educator is encouraged to integrate the delivery of content where an overlap between MIMLOs of this module and one or more modules is identified. 
 
Likewise, the educator is encouraged to integrate assessment where there is an opportunity to facilitate a learner to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one module. 
1.       Title of Module
Personal Effectiveness
2.       Component Name and Code 
Personal Effectiveness 4N1132
3.       Credit Value
10 Credits	
4.       Duration in Hours
100 hours (typical learner effort includes both directed and self-directed learning)
5.       Status
This module can be delivered as a stand-alone minor award or as part of a relevant full CAS major or special purpose award.  

In some major and special purpose awards this module is mandatory and in others it offered as an elective. Educators should check Laois and Offaly Education & Training Board’s programme descriptor for the relevant validated programme to confirm the status. 
6.      Specific Validation Requirements
None.
7.      Aim of the Module
This module aims to equip the learner with the knowledge, skill and competence to use a range of personal and learning skills in a variety of personal, civic and vocational contexts, operating with some autonomy while under direction. 
8.       Objectives of the Module 
1. Facilitate the learners to develop an understanding of the principles of personal effectiveness.
2. Create an awareness of the attitude and skills needed to cope effectively in a range of situations.
3. Promote autonomy in developing and evaluating an action plan to support personal goals.
4. Enhance communication and collaboration skills to enable effective participation in group settings.
5. Assist the learner to develop the language, literacy and numeracy skills related to personal effectiveness through the medium of the module themes and content.
9. 	Minimum Intended Module Learning Outcomes (MIMLOs)
On completion of this module learners will be able to: 
	Minimum Intended Module Learning Outcomes (MIMLOs) of Personal Effectiveness
	Mapped to QQI component specification for the minor award

	1. Describe the basic principles of personal effectiveness.
	LO 1, LO 4, LO 5 & LO 9   

	2. Identify personal strengths and challenges in support of achieving goals.
	LO 2 & LO 3 

	3. Implement planning strategies to help achieve goals.
	LO 6

	4. Demonstrate communication skills to work effectively in groups.
	LO 8 

	5. Participate effectively in group activities towards a common goal.
	LO 10

	6. Reflect on ways to improve personal effectiveness.
	LO 7





10a.	Indicative Content  
 
The indicative content in Section 10 does not cover all teaching/instructing possibilities and is not intended to be prescriptive. The educator is encouraged to be creative in devising and implementing other approaches, as appropriate. The use of examples is there to provide suggestions. The educator is free to use other examples, as appropriate. 

The indicative content ensures all MIMLOs are addressed but it may not follow the same sequence as that in which the MIMLOs are listed in Section 9. It is the educator's responsibility to ensure that all MIMLOs are included in the delivery of this module. 

Educators delivering this module as part of a CAS Major or special purpose award should ensure that the content is focused on the specific vocational field of learning of the target award.  

MIMLO 1 Describe the basic principles of personal effectiveness.
Introductory overview of what personal effectiveness encompasses, for example:
· The importance of personal effectiveness to help individuals succeed in education, personal life and work settings.
· The ability to manage oneself in a way that allows for the achievements of personal goals 
· Overview of the importance of balance and well-being, for example:
· Exercise and movement for wellbeing
· Sleep and nutrition
· Managing stress in healthy ways for example: mindfulness, breathing techniques, journaling, social life and social supports.
· Goal setting, to include the importance of short-term and long-term goals
· Effective time management to include time management techniques, for example:
· The three Ps of time management: Planning, Prioritising and Performing
· Using Planners
· Scheduling
· Eisenhower Matrix for the prioritisation of tasks 

MIMLO 2 Identify personal strengths and challenges in support of achieving goals.
Understanding personal strengths and challenges, for example:
· Definition of personal strengths, as qualities or skills that help a person succeed in different areas of life. 
· Different types of strengths and qualities, for example:
· Personal qualities
· Academic and learning abilities 
· Social and communication strengths
· Practical strengths
· Definition of challenges, as personal or external factors that may make it harder to reach a goal
· Definition and importance of self-awareness, for example:
· Why is self-awareness important in life 
· How does self-awareness help to set and achieve a goal
· Self-awareness tools such as Johari Window or others could be used
· Identifying personal strengths and challenges for planning and achieving goals effectively. One or more tools such as the following could be used: 
· Personal SWOT analysis 
· Journaling and reflection on past successes
· Seeking feedback from teachers, colleagues, friends and family

MIMLO 3 Implement strategies to set and achieve goals.
· Definition of a goal as a specific desired outcome that a person aims to achieve 
· Understanding goals and their importance
· Defining different types of goals:
· Short-term goals 
· Medium-term goals
· Long-term goals 
· Benefits of setting goals to provide direction and motivation. Support the learners to understand the following:
· Goal setting helps with focus and time management
· Goal setting encourages self-efficacy and accountability
· Key strategies to achieve goals could be explored, for example:
·  Goal Setting Theory
·  SMART Goal setting
· Monitoring progress and ensuring goals are still relevant by using self-evaluation and feedback.
· Learners can be supported to combine the above strategies to create an action plan for goal setting.

MIMLO 4 Demonstrate communication skills to work effectively in groups
· Definition of communication as the process of sharing information, ideas, and emotions.
· Why effective communication matters in groups
· Key communication skills for effective group work, for example:
· Active listening, skills and strategies
· Speaking up, skills and strategies
· Non-Verbal Communication such as body language, facial expressions, tone, posture and gestures
· Turn-Taking and inclusivity
· Importance of offering and receiving respectful and constructive criticism for example:
· Using “I” statements to express opinions and viewpoints
· Avoiding blaming or criticising
· Giving positive and helpful suggestions
· Basic conflict resolution skills and managing simple group disagreements, for example:
· Staying calm and managing emotions
· Using "I" statements instead of blame
· Finding a compromise
· Respecting different perspectives
· Restorative practice questions and skills

MIMLO 5: Participate effectively in group activities towards a common goal.
· Exploring the terms group work and teamwork. Theories of group formation and group development could be explored for example:
· Belbin’s Team roles
· Tuckman’s Team development model
· The various qualities of effective group or teamwork, for example:
· Good communication
· Shared roles and responsibilities
· Time keeping
· Meeting deadlines
· Clear and open participation
· Regular review and feedback
· Accountability and personal responsibility
· Facilitate the learner in selecting a project and collaborating as part of a team
· Support the learner in applying teamwork and communication strategies, for example:
· Delegating tasks based on individual strengths
· Managing time effectively and meeting deadlines
· Support the learner in creating rules and guidelines for the participants in their chosen project

MIMLO 6:  Reflect on ways to improve personal effectiveness.
· Understanding reflection
· What is self-reflection? Why is it important?
· Different types of reflection (e.g., structured vs. spontaneous reflection)
· Using reflection to assess strengths, challenges, and progress
·  Introduction to a reflective model and framework for example:
· Gibbs reflective cycle 
· Rolfe’s Reflective Model (What? So What? Now What?)
· Introduction to the importance of self-assessment tools for reflection for example:
· Keeping a learning journal or reflection diary
· SWOT Analysis (Strengths, Weaknesses, Opportunities, Threats) on personal effectiveness
· Using peer or mentor feedback for self-evaluation
· Setting future improvement plans
· Identifying actionable steps based on reflection
· Adjusting personal effectiveness strategies based on past experiences

10b. Suggested Methodologies for Delivery 
It is recommended that the facilitator uses a combination of teaching methodologies to create an inclusive, engaging, and reflective learning environment, in alignment with Universal Design for Learning (UDL) principles. 
Classroom learning should be complemented by self-directed learning to foster independent thinking and personal responsibility for learning. The following methodologies serve as suggestions to guide facilitators in delivering this module; they are not an exhaustive list of teaching approaches.
Direct Instruction & Interactive lessons 
· Multimedia Presentations: Use slides, infographics, and videos to introduce key concepts.
· Storytelling & Real-Life Examples: Share success stories of individuals demonstrating personal effectiveness in education, life, and work.
· Case Studies: Present real-life scenarios where students analyse and reflect on personal effectiveness.
· Problem-Based Learning: Assign challenges that require students to apply time management, goal-setting, and teamwork skills.
· Think-Pair-Share: Students reflect individually, discuss with a peer, then share insights with the class.
Experiential Learning strategies
· Role-Playing & Simulations: Assign group-based tasks to practice communication and teamwork skills.
· Project Based Learning: Have students plan and execute a project, using personal effectiveness strategies.
· Reflective Journals: Encourage students to document their progress, strengths, and areas for improvement.
Collaborative Learning to develop teamwork, communication, and problem-solving skills.
· Group Discussions & Debates: Encourage students to share personal experiences and strategies.
· Peer Review & Feedback: Students assess and provide feedback on each other’s reflections.
· Team Challenges: Assign group tasks with roles that require delegation and cooperation.
Technology-Enhanced Learning. Integrating digital tools to engage students and enhance learning.
· Online Learning Platforms: where possible use Padlet, Microsoft Teams and other online collaboration boards for discussions and submissions.
· Mind Mapping Tools: Can use apps like MindMeister or Canva for self-reflection exercises.
· Interactive Quizzes & Polls: Use Kahoot/ Mentimeter/ Slido or similar platforms to test knowledge and gather student opinions.
Self-Directed Learning. Encouraging independent thinking and responsibility for learning.
· Personal Learning Plans: Students create action plans based on self-assessment and goal- setting.
· Choice-Based Assignments: Offer multiple ways for students to complete a task (e.g., written, video, or infographic).
· Guided Reflection Prompts: Use structured models like Gibbs’ or Rolfe’s to deepen self-reflection.
· Group Discussions & Peer Feedback: Encourage students to share strategies and learn from each other’s experiences.
· Exit Tickets: Students write a key takeaway or action step at the end of each lesson.
· Peer & Mentor Feedback: Encourage constructive feedback on personal effectiveness strategies.
Blended Learning subject to local governance.
10c. Suggested Resources 
Suggested books 
· Further Education Support Service and Education and Training Boards Ireland (2019) Referencing handbook for the FET sector. Available from
https://www.fess.ie/images/stories/ResourcesForTutors/Referencing_Handbook_files/Referencing_Handbook_February_2019.pdf  [accessed 10 June 2024]

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

Suggested Web resources
	Organisation / Author 
	Resource
	Web location  

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

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

	ETBI Library 
	Support material for Personal Effectiveness module 
	Details in Appendix A below.




11a. 	Assessment Techniques 
To demonstrate that learners have reached the standards of knowledge, skill and competence identified in all the MIMLOs, the following assessment techniques are used to assess learners:

1. Learner Record 60% 
2. Skills Demonstration 40% 

The rationale for the selection of the assessment techniques is as follows:
· A learner record is the Learner’s self-reported and self-reflective record in which they describe specific learning experiences, activities, responses and skills acquired. The nature of the technique aligns with the nature of the subject matter.
· A skills demonstration is used to assess a wide range of practical based learning outcomes. It allows learners to demonstrate their skills with a degree of authenticity in simulations or practical classroom activities. 

Learners need to be provided with the opportunity to complete the assessments, and it is the assessor's responsibility to devise assessment instruments (e.g. project and assignment briefs, examination papers, etc.), and marking schemes, consistent with the assessment techniques and assessment criteria identified below.

Where this module is being delivered as part of a CAS major or special purpose award, the educator is encouraged to integrate assessment where there is an opportunity to facilitate a learner to produce one piece of assessment evidence which demonstrates the learning outcomes from more than one module.



11b. 	Mapping of MIMLOs to Assessment Techniques 
To ensure that the learner is facilitated to demonstrate the achievement of all MIMLOs, each minimum intended learning outcome is mapped to one or more assessment technique(s). This mapping should not restrict an educator from taking an integrated approach to assessment. 

	Minimum Intended Module Learning Outcome 
	Assessment technique/s

	1. Describe the basic principles of personal effectiveness.
	Learner Record

	2. Identify personal strengths and challenges in support of achieving goals.
	Learner Record


	3. Implement planning strategies to help achieve goals.
	Learner Record

	4. Demonstrate communication skills to work effectively in a group.
	Skills Demonstration 

	5. Participate effectively in group activities towards a common goal.
	Skills Demonstration

	6. Reflect on ways to improve personal effectiveness.
	Learner Record 



The original learning outcomes, outlined in the component specification have been mapped to the Minimum Learning Outcomes (MIMLOs) listed above.  Therefore, learners will be assessed on, and must achieve these MIMLOs, rather than the original learning outcomes.


11c.   	Guidelines for Assessment Activities 

	Assessment Technique 1
Learner Record 60% - MIMLOs 1, 2, 3, 6

Guidelines for assessors:
The assessor is required to devise assessment brief/s and marking scheme/s for the Learner Record.  In devising the assessment brief/s care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of all the relevant MIMLOs.  Assessment brief/s should be designed to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate. 

The Learner Record:
Learners should be facilitated to present a learner record in a format or mix of formats that engages learners’ interests and needs. 

Learners should be facilitated to reflect on their experiences of personal effectiveness during the course and in other areas of their life. When reflecting on their learning during the course, they are expected to relate to examples throughout the course including the skills demonstrations and to include this in the learner record.

The assessor should set an appropriate number of briefs or structure the brief/s in such a way as to give clear guidelines and support to the learners without overwhelming or over-assessing them. 

For this module and the associated learning outcomes, the learner record presents opportunities to offer choice to learners in the assessments and the means of presenting the assessment evidence. It also provides an opportunity to engage learners in the design of the assessment instruments. The learner record can be scheduled throughout the duration of the course.

	Assessment Technique 2
Skills Demonstration 40% - MIMLOs 4 and 5

Guidelines for assessors:
The assessor is required to devise assessment brief/s and marking scheme/s for the Skills Demonstration.  In devising assessment briefs care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of all the relevant MIMLOs.  Assessment briefs should be designed to allow the learner to make use of a wide range of media in presenting assessment evidence, as appropriate. 

Skills Demonstration:
The assessor is required to facilitate the learners in demonstrations. The skills demonstration/s should give the learners the opportunity to:
· Demonstrate communication skills to work effectively in groups, particularly, 
· Speaking up
· Active listening skills
· Non-verbal communication
· Taking turns
· Constructive feedback
· Handling conflict
· Participate effectively in group activities focusing on the group itself, particularly, 
· Demonstrating accountability to the group by completing tasks assigned
· Taking part in setting an attainable goal/s and timeline for the group
· Demonstrating reflection and personal learning

The assessment for MIMLOs 4 and 5 could be integrated in one or more assessment events, in order to facilitate learners’ interests and needs in the context of their wider course or their own lives.
 
Evidence for the skills demonstrations should include any preparatory work as well as evidence of the learners’ participation in the skills demonstration events. Sufficient Learner evidence must be made available from the skills demonstration for internal verification and external authentication. Learner evidence may include: 
· Product/outcome of the tasks where applicable, for example print out 
· Photographic or video evidence of Learner completing the task
· Learner account of task
· Other as appropriate. 

It is recommended that the skills demonstrations are scheduled in a way that allows learners adequate time to prepare. The skills demonstrations should be scheduled so that learners have time to learn, time to practice and time to carry out the demonstrations within the time frame of the course, and in consideration of the other assessment that needs to be carried. 



11d. Eligibility for Certification

The learner is eligible for certification because they have demonstrated achievement of all MIMLOs.
12. Grading 

Distinction:  		80% - 100%  
Merit:  			65% - 79% 
Pass:  	 		50% - 64% 
Unsuccessful: 	 	0% - 49% 
 
At levels 4, 5 and 6 CAS major and minor awards will be graded. The grade achieved for the major award will be determined by the grades achieved in the minor awards


13. Assessment Criteria - Learner Marking Sheet

	Individual Learner Marking Sheet 
Personal Effectiveness 4N1132 
	Learner Name: 


	Assessment Technique: 
Learner Record 60%
	Maximum Mark 
	Learner Mark 

			
Assessment Criteria: 

· Described the basic principles of personal effectiveness.

· Identified personal strengths and challenges in support of achieving goals

· Implemented strategies to help achieve personal and/or learning goals, including a working plan

· Reflected on experiences on course and elsewhere and identified ways to work on personal effectiveness

	 


15



15




15




15
	 

	Total Mark 
	60
	 

	

	External Authenticator’s Signature: 
 
	 
	Date: 
	 





13. Assessment Criteria - Learner Marking Sheet

	Individual Learner Marking Sheet 
Personal Effectiveness 4N1132 
	Learner Name: 


	Assessment Technique: 
Skills Demonstration 40%
	Maximum Mark 
	Learner Mark 

			
Assessment Criteria: 
 

Demonstrated communication skills to work effectively in a group.

Participated effectively in group activities towards a common goal.




	 



20




20


	 

	Total Mark 
	40
	 

	

	External Authenticator’s Signature: 
 
	 
	Date: 
	 




	
	
	




Effective Date: 1st September 2025
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