Personal Effectiveness 4N1132
Appendix B: Sample Assessments

Sample Assessment – Learner Record
	Learner Record

	60 %


	Note to educator[footnoteRef:2]: This sample assessment brief is designed to assess MIMLOs 1, 2, 3 & 6 for the Personal Effectiveness module 4N1132. Opportunity for cross-modular integration should be built in where possible.  [2:  NOTE: Educator in this context refers to a teacher, tutor, instructor, assessor.] 


Note to educator: This sample assessment brief includes six Learner Record entries in one assignment brief. It can also be submitted as separate briefs for each entry.


Assessment title:   Developing and understanding Personal effectiveness skills and strategies.

Overview: This assignment will allow the learner to explore personal effectiveness, reflect on their strengths and challenges, and develop strategies to set and achieve goals. Each entry is designed to build on the previous one, helping learners develop a strong understanding of personal effectiveness and self-improvement.

MIMLOs covered by this assessment: MIMLOs 1, 2, 3, 6 

Assessment Details: This assignment is a Learner Record. It is divided into 4 different entries, please read the instructions for each entry carefully.

 Learners can choose how to present each entry in one or more formats:
· Written journal/essay
· Mind map or infographic
· Presentation (PowerPoint, Google Slides, or video)
· Voice recording or podcast-style reflection
· Blog or digital journal entry
Each entry will focus on Key Points to cover and a short reflection.  Each entry should be approximately 300 words or 3-4 minutes of recorded content (if using audio/video). All audio/video to be submitted in suitable format.


Entry 1: Understanding Personal Effectiveness (MIMLO 1) 

Task: Use the guiding questions and the reflective elements to define personal effectiveness and explain why it is important in education, personal life, and work.
Guiding questions:
· What does personal effectiveness mean to you?
· How do you think personal effectiveness impacts your success in education, personal life, and future career?
· What strategies do you currently use to manage yourself effectively? 
· What role does exercising, and healthy lifestyle play in personal effectiveness?
Reflective Element: Choose one of the following
· Write a short paragraph about a time when you felt personally effective.
· Create a mind map showing the key elements of personal effectiveness.
· Record a short voice memo or a video discussing your current approach to personal effectiveness and areas for improvement.
· Write a list of strategies to improve and maintain wellbeing or create a video recording identifying your favourite strategies.

Entry 2: Identifying Personal Strengths and Challenges (MIMLO 2)
Task: Use the guiding questions and the reflective elements to identify personal strengths and challenges.
Guiding Questions:
· What are your personal strengths? (Consider qualities, skills, or talents.)
· What challenges do you face in achieving your goals?
· How can self-awareness help you recognise and use your strengths?
· Why is feedback important for personal effectiveness?
· How do you currently handle feedback? (Do you find it helpful, challenging, or motivating?)
Reflective Element: Choose one of the following
· Complete a Personal SWOT Analysis (Strengths, Weaknesses, Opportunities, Threats).
· Write a journal entry reflecting on a past challenge and how you overcame it.
· Ask a teacher, friend, or family member for feedback on your strengths and challenges and summarise their feedback.
· Record a video diary explaining your strengths and areas for improvement.
· Design a visual representation (poster/infographic) of your strengths & challenges.

Entry 3: Setting and Achieving Goals (MIMLO 3)
Task: Use the guiding questions and the reflective elements to demonstrate the importance of setting and achieving goals for personal effectiveness.
Guiding Questions:
· What is one short-term and one long-term goal you have?
· Why is goal setting important for personal and academic success?
· What strategies (for example SMART goals) can help you achieve your goals more efficiently?
· How does time management impact personal effectiveness and goal setting?
· What time management strategies do you use? (for example, the 3Ps: Planning, Prioritising, Performing)

Reflective Element: Choose one of the following:
· Write a SMART goal and outline steps to achieve it.
· Create a vision board (physical or digital) with images representing your goals.
· Record a video explaining your goals and action plan. 
· Create a presentation explaining your SMART goal and strategy.
· Create a 'Day in My Life' video showing your time management habits.

Entry 4: Improving Personal Effectiveness Through Reflection (MIMLO 6)
Task: Use the guiding questions and the reflective elements to demonstrate the importance of self-reflection to improve personal effectiveness  
Guiding Questions:
· What does self-reflection mean to you, and why is it important?
· Which reflection methods (for example journaling, feedback, Gibbs reflecting Cycle) do you find most useful?
· What changes can you make to improve your personal effectiveness?
· How will you track your progress?
Reflective Element: Choose one of the following
· Write a reflective journal entry using a reflective tool discussed in class (for example Gibbs’ Reflective Cycle).
· Create a checklist of steps you will take to improve personal effectiveness.
· Record a video explaining how you can use one of the reflective tools in your life and to improve personal effectiveness. 


	[bookmark: _Hlk190772133]Assessment criteria
	Marks available

	1. Described the basic principles of personal effectiveness.
	15

	2. Identified personal strengths and challenges in support of achieving goals.
	15

	3. Implemented strategies to help achieve personal and/or learning goals, including a working plan.
	15

	4. Reflected on experiences on course and elsewhere and identified ways to work on personal effectiveness.
	15

	Total marks
	60%




Assessment Submission date:  
This Learner record will be completed throughout the duration of the course. The final submission date is: 


Assessment Grading: 
Distinction:  		80% - 100%  
Merit:  			65% - 79% 
Pass:  	 		50% - 64% 
Unsuccessful: 	 	0% - 49%


Further notes for learners: 


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

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




 Sample Assessment – Skills Demonstration
	Skills Demonstration

	40 % 

	Note to educator[footnoteRef:3]: This sample assessment brief is designed to assess MIMLOs 4 & 5 for the Personal Effectiveness module 4N1132. Opportunity for cross-modular integration should be built in where possible. [3:  NOTE: Educator in this context refers to a teacher, tutor, instructor, assessor.] 

 
Assignment title: Demonstrating Effective Communication and Teamwork Skills

MIMLOs covered by this assessment: MIMLOs 4 & 5

Overview: 
The purpose of this assignment is to demonstrate key communication and teamwork skills in a group setting. You will work as part of a team to complete a task, applying effective communication strategies and teamwork principles to achieve a common goal.
Assessment Details:

You and your group will plan and complete a small project together. The project could be:
· Organising a class event/a campaign or a coffee morning
· Creating a group presentation on a topic, for example the importance of teamwork and communication
· Designing and facilitating a teamwork-based workshop or activity.
· Any other agreed project that requires collaboration and groupwork
Your group must communicate effectively and work collaboratively to complete the task. Each member should take on a role that aligns with their strengths and contribute meaningfully.









Part 1 Communication skills in Groupwork
Throughout your project, you must demonstrate the following communication skills:
· Active Listening: Show that you are listening by summarising key points, asking clarifying questions, and maintaining eye contact.
· Speaking Up: Share your ideas clearly and respectfully, using "I" statements to express your opinions.
· Non-Verbal Communication: Be mindful of body language, tone of voice, facial expressions, and gestures.
· Turn-Taking and Inclusivity: Ensure everyone has a chance to contribute by inviting quieter members to share their thoughts.
· Constructive Feedback: Offer and receive feedback positively by avoiding blame and focusing on improvement.
· Conflict Resolution: If disagreements arise, stay calm, express viewpoints respectfully, and 
· work towards a compromise.

Evidence Required:
· The skills demonstration and organisation of tasks will take place during class time.
· A project planning meeting will be recorded on video as evidence of communication skills in a group activity.
· Any other documentation related to the skills demonstration as appropriate.


Part 2 Teamwork and Collaboration
Your group will also need to demonstrate teamwork skills, including:
· Clear Roles and Responsibilities: Assign tasks based on individual strengths and interests.
· Time Management: Set deadlines and keep track of progress.
· Open Participation: Encourage everyone to contribute equally.
· Accountability: Ensure each member completes their assigned tasks.
· Regular Review and Feedback: Check in with each other and adjust as needed.
· A team contract outlining roles, responsibilities, and ground rules.

Evidence Required:
A short report (200-300 words) summarising how your team worked together, highlighting personal challenges and learning.

Assessment Criteria  

	Assessment Criteria:
	Marks available

	Communication in group work:

Demonstrated effective communication skills including 
· Speaking up
· Active listening
· Non-verbal communication 

Demonstrated ability to 
· Take turns
· Give constructive feedback
· Manage conflict (if conflict was present)

	

10




10

	Teamwork and collaboration:

Demonstrated accountability in completing assigned tasks
Participated in setting attainable goals and timeline for the group project

	

10
10


	Total marks available
	40%




Assessment Grading: 
Distinction:  		80% - 100%  
Merit:  			65% - 79% 
Pass:  	 		50% - 64% 
Unsuccessful: 	 	0% - 49%

Assessment Submission Date:
The planning meeting that is recorded should take approximately 10 - 20 minutes.
All of the assessment material is due on X date.


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

This referencing guide will support you in ensuring that your work is to the highest academic integrity standard. 
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Appendix C: 
Assessment Rubric Template – Learner Record – Weighting 60%

	
	Level of Achievement – Performance Descriptors

	
	Unsuccessful
< 50%
Failed to meet the threshold level of achievement
	Pass
50% - 64%
Reached the minimum level of achievement
	Merit
65% - 79% 
Reached a high level of achievement
	Distinction
³ 80%
Reached a very high to outstanding level of achievement

	Criteria
	Described the basic principles of personal effectiveness.
(15 marks)
	Fails to describe the basic principles of personal effectiveness or provides incorrect or incomplete information
(0-7.4 marks)
	Provides a basic description of personal effectiveness principles with some detail or clarity. 
(7.5 – 9.7 marks)
	 
Clearly describes the principles of personal effectiveness with relevant examples.

(9.75 – 11.9 marks)
	Provides a comprehensive and insightful explanation of personal effectiveness principles, with well-integrated examples and applications.
(12 – 15 marks)

	
	Identified personal strengths and challenges in support of achieving goals.
(15 marks)
	Fails to identify personal strengths and challenges or provides vague and irrelevant information.
(0-7.4 marks)
	Identifies some personal strengths and challenges with some little reflection on their impact on goal achievement.
(7.5 – 9.7 marks)
	
Clearly identifies personal strengths and challenges, with a reasonable reflection on their role in achieving goals.

(9.75 – 11.9 marks)
	
Gives a clear and detailed explanation of personal strengths and challenges, showing how they help in reaching goals.
 (12 – 15 marks)

	
	Implemented strategies to help achieve personal and/or learning goals, including a working plan.
(15 marks)
	Fails to present a clear strategy or working plan for achieving personal or learning goals.
(0-7.4 marks)
	Outlines a basic strategy and working plan, details are basic, and it lacks a clear plan to achieve goals.
(7.5 – 9.7 marks)
	Presents a well-structured strategy with a working plan that includes clear steps towards achieving goals.
(9.75 – 11.9 marks)
	Makes a clear and well organised plan with detailed steps that show good preparation.
 (12 – 15 marks)

	
	Reflected on experiences on course and elsewhere and identified ways to work on personal effectiveness.
(15 marks)
	Shows little to no reflection on experiences, or fails to connect them to personal effectiveness.
(0-7.4 marks)
	Provides a basic reflection with some basic connection to personal effectiveness.
(7.5 – 9.7 marks)
	Reflects on experiences, drawing some connections to personal effectiveness and areas for improvement.
(9.75 – 11.9 marks)
	Provides a very clear reflection, showing a good understanding of themselves and a clear plan to keep improving their personal skills.



 (12 – 15 marks)





Assessment Rubric Template – Skills Demonstration– Weighting 40%
	
	Level of Achievement – Performance Descriptors

	
	Unsuccessful
< 50%
Failed to meet the threshold level of achievement
	Pass
50% - 64%
Reached the minimum level of achievement
	Merit
65% - 79% 
Reached a high level of achievement
	Distinction
³ 80%
Reached a very high to outstanding level of achievement

	Criteria
	Demonstrated communication skills to work effectively in a group 
(20 marks)


	Shows limited or ineffective communication and minimal participation.

(1-4.9 marks)

Struggles to take turns, to 
give constructive feedback, 
or manage conflict.
(1-4.9 marks)
	Demonstrates basic communication skills but inconsistently.

(5 – 6.4 marks)

Shows some ability to take 
turns and give feedback.
(5 – 6.4 marks)
	Communicates clearly and effectively, with good participation.

(6.5 – 7.9 marks)
Demonstrates good turntaking, constructive feedback, 
and conflict resolution.
(6.5 – 7.9 marks)
	Demonstrate very good communication skills, and engagement with group members.

(8 – 10 marks)
Demonstrates very good turn taking, offering 
valuable feedback and 
managing conflict 
effectively.
(8 – 10 marks)

	

	Participated effectively in group activities towards a common goal.
(20 Marks) 


	Fails to complete assigned tasks or contributes minimally. 
(1-4.9 marks)

Shows little to no participation in setting goals and timelines. 
(1-4.9 marks)
	Completes some tasks but requires reminders. 
(5 – 6.4 marks)

Contributes to planning but with minimal input. 
(5 – 6.4 marks)
	Completes tasks responsibly and contributes effectively. 
(6.5 – 7.9 marks)

Actively participates in goal setting and timelines. 
(6.5 – 7.9 marks)
	Demonstrates strong accountability, exceeding expectations in task completion 
(8 – 10 marks)

Takes a leadership role in setting realistic goals and ensuring adherence to timelines. 
(8 – 10 marks)





