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Introduction 

This module may be delivered as a standalone module leading to certification in a QQI minor award. It may also be delivered as part of an overall validated programme leading to a Level 5 QQI Certificate.  

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


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

	2. QQI Component Title and Code 

	3. Credit Value of module

	4. Duration in hours

	5. Status 

	6. Special Requirements 

	7. Aim of the Module 

	8. Objectives of the Module 

	9. Minimum Intended Module Learning Outcomes (MIMLOs)

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

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

	12. Grading 

	13. Learner Marking Sheet(s) 
a. Assessment Criteria
b. Learner Marks Tracking Sheet

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


Integrated Delivery and Assessment 
Where this module is delivered as part of a major or special purpose award the educator [footnoteRef:3]is encouraged to integrate the delivery of content where an overlap between MIMLOs of this module and one or more modules is identified.  [3:  NOTE: Educator in this context refers to a teacher, tutor, instructor, assessor.] 

 
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 
5N1390
3.       Credit Value
15 Credits	
4.       Duration in Hours
150 hours (typical learner effort includes both directed and self-directed learning)
5.       Status
This module can be delivered as a stand-alone minor award or as part of a relevant full CAS major or special purpose award.  

In some major and special purpose awards this module is mandatory and in others it offered as an elective. Educators should check Laois and Offaly Education & Training Board’s programme descriptor for the relevant validated programme to confirm the status. 
6.      Specific Validation Requirements
None
7.      Aim of the Programme Module
This module aims to equip the learner with the knowledge, skill and 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. 

8.       Objectives of the Module 
1. Facilitate the learner to explore the basic principles of personal effectiveness.
2. Explore with the learner how to develop the understanding and confidence to participate effectively in a variety of group contexts.
3. Explore with the learner how critical thinking is fundamental in solving common problems/resolving everyday issues.
4. Help the learners understand how reflectiveness supports them in their personal effectiveness.

9. 	Minimum Intended Module Learning Outcomes (MIMLOs)
On completion of this module learners will be able to: 
	Minimum Intended Module Learning Outcomes (MIMLO’s) of Personal Effectiveness 5N1390
	Mapped to QQI component specification for the minor award

	1. Explain the principles of personal effectiveness in a range of contexts, personal and professional.
	1/ Examine the principles and practice of personal effectiveness
 2/ Comment on the structure and purpose of a chosen organisation, to include its mission and the functions and interaction of sections within the organisation [indicative content]
 3/ 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

	2. Describe how people can be effective in group contexts.
	5/ 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 
6/ 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.

	3. Participate effectively in group activities in different contexts.
	 9/ Organise a meeting on a chosen topic or issue, to include purpose, agenda and time limit
 11/ 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 
12/ 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

	4. Apply critical thinking for the purpose of problem solving.
	4/ 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
 7/ Find solutions for particular problems using a range of techniques, to include constructing a problem statement, selecting analysis methods and making a decision on the best resolution

	5. Present information effectively to communicate for a particular purpose. 
	8/ 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
 10/ Carry out a presentation, to include interacting with the audience, responding to questions and comments, and self-evaluation of own performance

	6. Reflect on enhancing their own personal effectiveness in a range of contexts.
	3/ 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.





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 [footnoteRef:4]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.  [4:  NOTE: Educator in this context refers to a teacher, tutor, instructor, assessor.] 


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 Explain the principles of personal effectiveness in a range of contexts, personal and professional.
Introductory overview of what personal effectiveness encompasses, for example:
· Principles of personal effectiveness, for example:
· Accepting personal responsibility
· Adapting to change 
· Staying focused
· Maintaining positivity
· Time Management
· Skills required for personal effectiveness, for example:
· Vocational and transferable skills
· Values, interests, achievements
· Being a member of an organisation or group, for example:
· Your role within an organisation and how it relates to an organisation’s mission and structure.
· Personal effectiveness in relation to participation in an organisation or group

MIMLO 2 Describe how people can be effective in group contexts
· Stages of group formation using a theory/model such as Tuchman’s Group Formation Model.
·  Group dynamics, for example:
· Different types of groups and their functions/objectives in personal and vocational life
· Team/group roles and responsibilities, identifying your role and those of others in a group such as the leader, chairperson, opinion giver, opinion seeker.
· Factors that contribute to a group’s effectiveness and the challenges it faces, for example:
·  listening without judgement, giving and accepting feedback, inclusivity, participation, interruptions, prejudice

MIMLO 3 Participate effectively in group activities in different contexts.
· Different types of group activities
· Meetings as a typical group activity: 
· Types of meetings, for example, formal, informal, board, committee, department, AGM
· Purposes of meetings, for example, problem-solving, decision-making, negotiation, appraisals
· Organising a meeting, for example, identifying the purpose, rules of engagement, notice and agenda 
· Participating in a meeting, for example,
· Roles and responsibilities, how participating is in part determined by the role
· Effective communication skills for working in a group setting, for example, verbal and nonverbal skills, tone of voice, turn taking
· Records of a meeting: agenda, minutes 

MIMLO 4 Apply critical thinking for the purpose of problem solving.
· Defining a problem.
· Problem solving versus issue resolution.
· Different types of problems, for example, question-based problems, situation-based problems that commonly arise in a personal and vocational context.
· Methods of data/information collection to explore what lies behind a problem, for example, questionnaires, observations, and interviews.
· How creating a problem statement can be helpful.
· Problem solving strategies such as flowcharts, Fishbone, the 5 Whys, weighing up advantages and disadvantages, and selecting a solution.

MIMLO 5 Present information effectively to communicate for a particular purpose.
· Types and purposes of presentations 
· Planning and preparing a presentation, for example: 
· Purpose and recognising your authority
· Your target group and your setting, context, location
· Structuring and organising a presentation
· Aids, for example audio, visual
· Anticipate questions 
· Personal presentation, for example, dress, clarity of speech, nervousness, tone of voice, etc.
· Feedback 
· Delivering a presentation
· Quality of delivery 
· Engaging with the audience
· Responding to questions, feedback

MIMLO 6: Reflect on enhancing their own personal effectiveness in a range of contexts.
· The usefulness of reflective practice to support personal development
· Exploring a reflective model, for example, Rolfe, Kolb or Gibbs. Rolfe’s model (What? So What? Now What?) can be helpful to support learners in their reflections.
10b. 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.
MIMLO 1 – Explain the principles of personal effectiveness in a range of contexts, personal and professional
• Facilitator-led instruction
• Case studies: Present real-life scenarios where students analyse and reflect on personal effectiveness.
• Group discussion and debate: Encourage students to share personal experiences and strategies.
• Peer review and feedback: Students assess and provide feedback on each other’s reflection.
• Interactive quizzes and poll:  skills/qualities audit online – www.coreportal.ie .
• Exit Tickets: Students write a key takeaway or action step at the end of each lesson/MIMLO.


MIMLO 2 – Describe how people can be effective in group contexts
• Facilitator-led instruction
• Case studies: Present case studies showing where groups were both effective and ineffective.
• Group discussion and debate: Encourage students to share personal experiences and strategies.
• Exit Tickets: Students write a key takeaway or action step at the end of each lesson/MIMLO.


MIMLO 3 – Participate in a group activity in different contexts
• Facilitator-led instruction
• Role-playing and simulation: Assign group-based tasks to practice communication and teamwork skills.
• Problem based learning: Assign challenges that require students to apply time management and teamwork skills.
• Team Challenges: Assign group tasks with roles that require delegation and co-operation.
• Multi- media: use of Microsoft Teams and other online collaboration boards for discussions and submissions
• Exit Tickets: Students write a key takeaway or action step at the end of each lesson/MIMLO.


MIMLO 4 – Apply critical thinking for the purpose of problem solving
• Facilitator-led instruction
• Group discussion and debate: Encourage students to share personal experiences where they have encounters problems and applied critical thinking in solving them.
• Peer review and feedback: Encourage students to assess and provide feedback on each other’s real-life problem-solving experiences.
• Case studies/problem-based learning: Present real-life scenarios where students must apply critical thinking to solving everyday problems.
• Exit Tickets: Students write a key takeaway or action step at the end of each lesson/MIMLO.


MIMLO 5 – Present information effectively to communicate for a particular purpose
· Facilitator-led instruction
· Team challenges: Assign group tasks with roles that require delegation and co-operation if engaging in a group presentation.
· Multimedia presentation: Use slides, infographics and video to introduce key concepts 
· Creative activity – creating physical supporting aids
· Online platforms: Use of Microsoft Teams and other online collaboration boards for discussions and recording of presentations
· Group discussions/ group interactions
· Peer review and feedback: Students assess and provide constructive feedback on each other’s presentation.
· Exit Tickets: Students write a key takeaway or action step at the end of each lesson/MIMLO.


MIMLO 6 – Reflect on enhancing their own personal effectiveness in a range of contexts
· Facilitator-led instruction
· Guided reflection prompts: Use structured models like Gibbs’ or Rolfe’s to enhance self-reflection.
· Group discussion – Encourage students to share times when they have reflected on past experiences and what they have learnt.
· Peer review and feedback: Student assess and provide feedback on each other’s reflections
· Exit Tickets: Students write a key takeaway or action step at the end of each lesson/MIMLO.

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 5N1390
	Insert link to appropriate page on ETBI library 





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

1. Collection of Work:		 60% 
2. Skills Demonstration: 		40% 

The rationale for the selection of the assessment techniques is as follows:
· The Collection of Work allows learners to demonstrate their knowledge-based and reflective learning in a varied collection of assessment evidence. 
· 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 [footnoteRef:5]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 programme module. [5:  NOTE: Educator in this context refers to a teacher, tutor, instructor, assessor.] 




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 [footnoteRef:6]from taking an integrated approach to assessment.  [6:  NOTE: Educator in this context refers to a teacher, tutor, instructor, assessor.] 


	Minimum Intended Module Learning Outcome 
	Assessment technique/s

	1. Explain the principles of personal effectiveness in a range of contexts, personal and professional.
	Collection of Work

	2. Describe how people can be effective in group contexts.
	Collection of Work

	3. Participate effectively in group activities in different contexts.
	Skills Demonstration

	4. Apply critical thinking for the purpose of problem solving.
	Collection of Work

	5. Present information effectively to communicate for a particular purpose.
	Skills Demonstration

	6. Reflect on enhancing their own personal effectiveness in a range of contexts.
	Collection of Work



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


11c.   	Guidelines for Assessment Activities 

	Assessment Technique 1: Collection of Work 
MIMLOs 1, 2, 4 and 6 

Guidelines for assessors:
The educator is required to devise assessment briefs and marking schemes for the Collection of Work.  In devising the assessment briefs care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of ALL 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. 

Collection of Work
For a collection of work, learners should be facilitated to present two or more pieces of work in appropriate formats. The formats should reflect real-life interests and opportunities for learners, for example a journal, podcast, interview, essay, poster, or audits, among others.

Learners should be facilitated to reflect on their experiences of personal effectiveness during the course and in other areas of their life. While reflecting on their learning during the course, they are expected to relate to all aspects of the course including the skills demonstrations and to include this in the collection of work.

As a guideline, the collection of work should:
· Have a sufficient amount of work to demonstrate achievement of the associated MIMLOs without burdening the learners. 
· Guide learners to communicate a point effectively, at an appropriate length to be relevant and clear. Note that 130-150 words is an approximate equivalent to one minute of presenting time.

The collection of work can be scheduled throughout the duration of the course and submitted in full at the end of the course. The educator should set an appropriate number of briefs to give clear guidelines and support to their learners without overwhelming or over-assessing them.

For this module and the associated learning outcomes, the collection of work is amenable to educators engaging learners in the design of the assessment instruments. The collection of work offers opportunities for individual learners to exercise choice in how to present their assessment evidence once it is practicable within the learning and assessment environment.

	Assessment Technique 2: Skills Demonstration
MIMLOS 3 and 5

Guidelines for assessors:

The assessor is required to devise assessment briefs and marking schemes for the Skills Demonstration.  In devising the assessment briefs care should be taken to ensure that the learner is given the opportunity to show evidence of achievement of ALL 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 educator is required to facilitate the learners in two skills demonstrations:
1. Organise and participate in a meeting, considering the roles of the group members and of the individual learner.
2. Organise and present information that is effective considering the purpose, target group and setting. Assessors should take into account different needs, strengths and challenges of learners and be able to facilitate learners' individual strengths and preferences. 
The presentation may take place in front of a live audience or can be mediated through technology.

Evidence for the skills demonstrations should include preparatory work as well as evidence of the learners’ participation in the skills demonstration events. It is recommended that the skills demonstrations are scheduled in a way that allows learners adequate time to prepare. 

As a guideline, the skills demonstrations should be:
· Approximately 20 - 30 minutes for the meeting excluding preparation.
· No longer than 10 minutes including responding to questions.

	Integrating assessment of MIMLOs.
There is an opportunity to integrate MIMLO 6 into the assessment tasks assessing MIMLO1 – MIMLO5, with the marks transferred to a marking sheet for MIMLO 6 under an appropriate heading.  The opportunity also exists to integrate the assessment of MIMLO 1 and MIMLO 6. There are opportunities to integrate MIMLO 3 and 4. If adopting this approach, the assessment brief must be designed in such a way that each learner’s work is identifiable. Opportunities also exist to integrate assessment of MIMLOs 2 and 5, and MIMLOs 3 and 5.
Please note where this module is delivered as part of a major or special purpose award the educator can combine this MIMLO with a MIMLO of another module.




11d. Eligibility for Certification

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

12. Grading 

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



13. Assessment Criteria - Learner Marking Sheet(s)

	Individual Learner Marking Sheet 
Personal Effectiveness 5N1390 
	Learner Name: 


	Assessment Technique: Collection of Work 60%
	Maximum Mark 
	Learner Mark 

			
Assessment Criteria:


· Explained the principles of personal effectiveness in a range of contexts.


· Described ways that people can be effective in a range of group contexts.

· Applied critical thinking to resolve an issue.

· Reflected on enhancing their own personal effectiveness in a range of contexts.


	 



15



15



15



15




	 

	Total Mark 
	60
	

	

	External Authenticator’s Signature: 
 
	 
	Date: 
	 





13. Assessment Criteria - Learner Marking Sheet(s)
	Individual Learner Marking Sheet 
Personal Effectiveness 5N1390 
	Learner Name: 


	Assessment Technique: 
Skills Demonstration 40%
	Maximum Mark 
	Learner Mark 

			
Assessment Criteria:


Participated effectively in a meeting


Presented information effectively to communicate for a particular purpose.

	 



20


20



	 

	Total Mark 
	40
	

	

	External Authenticator’s Signature: 
 
	 
	Date: 
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