
Personal Effectiveness 5N1390
Sample Assessments
Please note that these sample assessments combine MIMLOs. This is suggestive not prescriptive, each MIMLO can be assessed independently or with another MIMLO of this module. 
Or where this module is delivered as part of a major or special purpose award the educator can combine the MIMLOs assessed in these samples with a MIMLO of another module.

Collection of Work 
Principles of Personal Effectiveness -15%
Reflect on enhancing own personal effectiveness in a range of contexts -15%
Total Weighting 30%

	Collection of Work 
Principles of Personal Effectiveness/Reflection on enhancing one’s own personal effectiveness in a range of contexts
MIMLO 1/MIMLO 6
	30%


	Note to educator[footnoteRef:2]:  [2:  NOTE: Educator in this context refers to a teacher, tutor, instructor, assessor.] 

This sample assessment brief is designed to assess the learners’ knowledge of the principles of personal effectiveness and how they relate to the learner.  They will also be expected to explore their vocational skills, transferable skills, interpersonal skills, interests, values and achievements. This assignment also assesses how the learner views themselves as part of an organisation (personal or vocational) and how they can improve on their personal effectiveness. 
Furthermore, this sample assessment brief will also assess the learner’s ability to reflect on experiences, feelings, and actions and analyse them to enhance their personal effectiveness in a range of contexts. 
Adjustments can be made based on specific course requirements and preferences. Opportunity for cross-modular integration should be built in where possible. 
Please note the assessment for MIMLO 6 can be based on the student’s experience of completing this module (MIMLO1-MIMLO5)
Where this module is delivered as part of a major or special purpose award the educators can combine MIMLO 1 and MIMLO 6 with a MIMLO (s) of another module.
______________________
Assessment title: Principles of Personal Effectiveness and Reflections

Overview: This assignment will allow you to explore the ‘self ‘and the role the ‘self ‘plays in organisations/groups. You are also asked to reflect on your own personal effectiveness in a range of contexts and identify areas for enhancement.

MIMLOs covered by this assessment:
 MIMLO 1/MIMLO 6

Assessment Details:
· Explain 4 principles of personal effectiveness and how each applies to you.
· Create a comprehensive personal and vocational skills audit to include vocational skills, transferable skills, interpersonal skills, interests, values and achievements. Give examples of how each applies to you.
· Outline the features of an organisation/group – personal or vocational that you are/were a member of to include its organisational structure. A diagram will be required to indicate how the different departments/parts of that organisation/group interact, as well as its mission statement.  
· Evaluate your own personal effectiveness in relation to your participation in the organisation/group just described.

· Discuss a theory/model of reflective learning.
· Reflect on your engagement in 4 different contexts and address how you would enhance your personal effectiveness in each. This could include: 
· Your experience in completing this module. 
· Participation on a team that you have been part of – evaluate the role you have and how this developed. 
· Participation in a meeting - reflect and evaluate your own performance and that of other participants and the factors that contributed to the meeting’s effectiveness
· Participation in a Problem-solving activity. Reflect on your own experience/engagement of this problem-solving activity.
· Participation in a presentation. Reflect on own preparation and performance as well as feedback received from the audience/viewers


Or

Reflect on your engagement in a range of contexts from your personal/vocational experiences e.g.  while on work experience.


Assessment Criteria: 

Part 1 – Collection of Work – Principles of Personal Effectiveness

MIMLO 1 Explain the principles of personal effectiveness in a range of contexts, personal and professional

	Assessment Criteria 
	Maximum Mark 

	Explained four principles of personal effectiveness and how they applied to you
	2

	Created a comprehensive personal and vocational skills audit to include vocational skill, transferable skills, interpersonal skills, interests and achievements.
	5



	Outlined the features of a chosen organisation/groups –to include its organisational structure – diagram required. How the different departments/parts interact. 
	5



	Evaluated their own personal effectiveness in relation to their participation in an organisation/group described 
	3

	Total 
	15




Part 2 – Collection of Work – Reflection

MIMLO 6 Reflect on enhancing their own personal effectiveness in a range of contexts


	 Examined in detail a reflective theory/model of your choice

	5

	Reflected on your engagement in a range of contexts and identifying areas for enhancement
· Participation in a variety of group contexts both personal and vocational.
· Participation in a meeting - reflect and evaluate own performance and that of other participants and the factors that contributed to the group’s effectiveness
· Participation in a Problem-solving activity. Reflect on own experience/engagement of this problem-solving activity.
· Participation in a presentation. Reflect on own performance and feedback received from the audience/viewers
	10

(5x2.5marks each)

	Total 
	15




Assessment Submission: 
Date:

Assessment Grading 
Unsuccessful less than 50%
Pass 50% - 64%
Merit 65% - 79%
Distinction 80% - 100%

Further notes for learners: 

Assessment Instructions: 

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. 















Collection of Work – Group Theory/ Dynamics – 15%
Skill Demonstration -Presentation – 20%
Total Weight – 35%

	Collection of Work – Being Effective in a group
Skills Demonstration - Presentation Skills 
MIMLO 2/MIMLO 5
	35%

	Note to educator[footnoteRef:3]:  [3:  NOTE: Educator in this context refers to a teacher, tutor, instructor, assessor.] 

This sample assessment brief is designed to assess the leaner’s knowledge of group theory/dynamics and describe how people can be effective in group contexts through an individual presentation. Preparation for this presentation will be required and assessed. Adjustments can be made based on specific course requirements and preferences. Opportunity for cross-modular integration should be built in where possible.
Please note that this presentation does not have to happen in front of a live audience. It can be pre-recorded (witnessed by the educator) and played to the audience. Questions and answers can be facilitated using technology.

________________________

Assessment title: Presentation skills exploring group theory/dynamics 

Overview: In this assessment, you will have the opportunity to carry out a presentation on group theory/dynamics. You will need to consider preparation - venue/setting, presentation structure and preparing potential questions that you could be asked during/after the presentation and producing aids to support. Create a feedback sheet to facilitate audience feedback.
You will engage in a well-structured presentation – identifying the different types of groups that exist, their formation (a model on group formation) and the different roles that one can occupy in a group. Also, you will explore what factors make groups effective and the challenges they face. You will be required to maintain the interest of the audience, incorporate supporting aids and engage with the audience by answering their questions. 
MIMLOs covered by this assessment:
MIMLO 2 /MIMLO 5

Assessment Details:

The learner will be required to prepare and deliver a presentation demonstrating an awareness of group theory/dynamics and how people can be effective in group contexts. 

Preparation: You will be required to-
· Plan and prepare the venue/setting and ensure it is arranged appropriately
· Structure your presentation with a beginning, middle and end while adhering to a time constraint. 
· Anticipate questions that you may be asked during or after the presentation
· Prepare aids such as visual or audio aids to support the presentation 
· Create a feedback sheet to facilitate audience feedback

Delivering the presentation: You will be required to-
· Engage in a well-structured presentation on group theory/dynamics to include:
· One theory/model of group formation. 
· [bookmark: _Int_t79zehro]The different types of groups and their functions.
· The different roles in a group- their importance and necessity
· The factors that contribute to a group’s effectiveness and the challenges it faces.
·  Maintain the interest of the audience
· Incorporate presentation aids 
· Engage with the audience responding to their questions.

You will be required to submit your presentation plan/product, aids 


Assessment Criteria 

Part 1 – Skills Demonstration – Presentation

MIMLO 5 Present information effectively to communicate information for a particular purpose

	Assessment Criteria 
	Maximum Marks

	Thoroughly prepared prior to the presentation to include:
· Organised the setting
· Prepared a well-structured presentation – beginning/middle/end well timed
· Created suitable aids 
· Anticipated and prepared questions
· Created a feedback sheet.

	

10



	The Actual Presentation:
· Presented a well-structured presentation

· Incorporated suitable aids
· Maintained audience interest
· Responded appropriately to questions from the audience

	
4

2

2
2

	Total 
	20      





Part 2 – Collection of Work Group Theory/Dynamics (content of the presentation)

MIMLO 2 – Describe how people can be effective in group context
	Assessment Criteria 
	Maximum Mark 

	Explained one theory of group formation
	3

	Identified different types of groups and their functions.

	4

	Identified the different roles in a group- their importance and necessity

	4

	Identified the factors that contribute to a group’s effectiveness and the challenges it faces
	4

	Total 
	15





Assessment Submission:
Skills Demonstration date:
Submission of all materials date:

Assessment Grading 

Unsuccessful less than 50%
Pass 50% - 64%
Merit 65% - 79%
Distinction 80% - 100%

Further notes for learners: 


Assessment Instructions: 

[bookmark: _Int_lLSszIWx][bookmark: _Int_a8D6TCHc][bookmark: _Int_crYDKNow]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. 




















Skill Demonstration – Group Work 20%
Collection of Work – Problem solving 15%
Total Weight: 35%
	Skills Demonstration – Group Participation Collection of Work – Problem Solving – Critical Thinking MIMLO 3/MIMLO 4
	35 %


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

This sample assessment brief is designed to assess the learner participating effectively in a group context to solve a problem. It is recommended that each group contains no more than 4 members. Adjustments can be made based on specific course requirements and preferences. Opportunity for cross-modular integration should be built in where possible. 
___________________
Assessment title: Group Participation – Meeting /Problem Solving

Overview: In this assessment, you will have the opportunity to participate in a meeting with the objective of solving an everyday problem. You will be required to prepare as a group for this meeting. Having decided as a group who will speak on each aspect of problem solving you will need to draw up a notice, and an agenda as well as a set of rules of engagement. 
You will be required to engage effectively with the other group members taking a 2-pronged approach to problem solving firstly to exhibit your knowledge of problem solving and then as a group to take a step-by-step approach to solving an everyday problem. 
While engaging in this problem-solving meeting you will be required to document events – taking rough notes or a recording of the meeting, which you will then use to draw up the minutes of the meeting.  

MIMLOs covered by this assessment:
MIMLO 3/MIMLO4



Assessment Details:

Prepare – the learner will be required to prepare as a group for this meeting which will include:

Each member must speak on a different aspect of problem solving as listed below. The group must agree on who will speak on each aspect.
1. Define what a problem is, identify the various types of problems that exist
2. The different methods of data collection- research methods
3. Describe the use of a problem statement and how to construct one 
4. Describe problem solving strategies/ methods of analysis

Following on, each learner will have to prepare a suitable notice and agenda

Produce a set of rules of engagement


Participate effectively in the meeting according to their role, interacting appropriately and contributing to the group’s objective/end goal 

· Each member will discuss a different aspect of problem-solving

· The group will using their acquired knowledge of problem solving take a step-by-step approach to solving the following everyday problem. 


The Problem:

“The Student Canteen at FET Centre… is not fully available to students on 2 days a week due to a Barista course being held there. Students have no place to relax or have lunch/coffee on those days. It is now winter.”

· Apply the most appropriate data collection -research methods to establish what lies behind the problem - at least 2 methods 
· Create a problem statement
· Use at least 2 analysis methods to establish possible causes and solution. Identify possible realistic solution – look at the advantages and disadvantages of these solutions.
· State the final solution and rational for it

Each member will need to take rough notes or a recording of the meeting, decisions reached, which you will use to create the minutes of the meeting.

You will be required to submit:
· Notice and agenda
· Rules of engagement
· Rough notes documenting events at the meeting/ recording
· All evidence of problem solving
· Minutes of the meeting 

Assessment Criteria - Your Group Participation - meeting demonstration will be evaluated based on the following criteria:


Part 1 Skills Demonstration – Group Work 20%

MIMLO 5 Present information effectively to communicate information for a particular purpose

	Assessment Criteria 
	Maximum Mark 

	Prepared effectively –  
· Assigned an aspect of problem solving to e
· Produced rules of engagement. 
· Notice and agenda 
	
2
2
3

	Participated effectively - 
· Participated effectively in the meeting according to their role, interacting appropriately and contributed to the group’s objective. 
· Documented events -rough notes/recording – created minutes of the meeting

	

8


5


	Total 
	20




Part 2 Collection of Work Problem Solving 15%
MIMLO 4 – Apply critical thinking for the purpose of problem solving.
Assessment criteria will be based on the student’s participation (teacher observation/recording) and submissions (evidence of problem solving, minutes of the meeting)
	· Clear explanation of assigned aspect of problem- solving
	3
	

	· Applied the most appropriate research methods to identifying what lies behind the problem
	4
	

	· Created a problem statement
	2
	

	· Applied at least 2 types of analysis methods to establish possible causes and solution – look at the advantages and disadvantages of these solutions.
	4
	

	· Stated a working solution to the given problem also stating rationale for your choice
	
2
	

	Total 
	15
	



 Assessment Submission: 
Skills demonstration Date:
Submission of all materials Date:
                                                           
Assessment Grading:
Unsuccessful less than 50%
Pass 50% - 64%
Merit 65% - 79%
Distinction 80% - 100%

Further notes for learners: 

Assessment Instructions: 

[bookmark: _Int_0uGKmAoA][bookmark: _Int_XrOFCQ6G][bookmark: _Int_8OCJTHSZ]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. 




	
	
	V1.0 April 2025




2

Assessment Rubric Template – Collection of Work 					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
	Explained the principles of personal effectiveness in a range of contexts, personal and professional.
15 marks
	Provides incomplete, unclear, or inaccurate information on the principles of personal effectiveness.  Provides insufficient evidence relating the principles to themselves in a range of contexts

0 – 7.4 marks
	Satisfactory but simplistic explanations. Basic information on the principles of personal effectiveness. Provides very limited evidence of relating the principles to themselves in a range of contexts

7.5 – 9.7 marks
	Presents a clear and detailed explanations of the principles of personal effectiveness and how they apply to themselves in a range of contexts



9.75 – 11.9 marks
		Provides comprehensive and coherent explanation of the principals of personal effectiveness, and how they apply to themselves in a range of contexts



1
12 – 15 marks

	
	Described ways that people can be effective in groups.
15 marks
	Provides incomplete, unclear, or inaccurate information on
group theory, the characteristics of groups and what makes groups both effective and ineffective 

0 – 7.4 marks
	Satisfactory but simplistic/basic information on group theory, the characteristics of groups and what makes groups both effective and ineffective 

7.5 – 9.7 marks
	Presents clear and detailed 
 information on group theory, the characteristics of groups and what makes groups both effective and ineffective 


9.75 – 11.9 marks
	Provides comprehensive, coherent well structured
information on group theory, the characteristics of groups and what makes groups both effective and ineffective 

12 – 15 marks

	
	Applied critical thinking to resolve an issue.
15 marks
	Provides incomplete, unclear, or inaccurate information on problem solving. Little or no evidence of critical thinking while engaging in problem solving 

0 – 7.4 marks
	Presents satisfactory but basic information on problem solving.  Satisfactory evidence of critical thinking and analysis while engaging in problem solving 


7.5 – 9.7 marks
	Presents clear and detailed information on problem solving. Shows in depth evidence of critical thinking and analysis while engaging in problem solving 

9.75 – 11.9 marks
	Provides comprehensive, coherent well-structured information on problem solving. Shows exemplary use of critical thinking and analysis while engaging in problem solving
12 – 15 marks

	
	Reflected on enhancing their own personal effectiveness in a range of contexts.
15 marks
	Lacks meaningful reflection or fails to address the key areas/contexts where they have been personally effective and areas for enhancement 

0 – 7.4 marks
	Provides a basic reflection on the key areas/contexts where they have been personally effective and areas for enhancement 

7.5 – 9.7 marks
	Reflects meaningfully on the key areas/contexts where they have been personally effective
and areas for enhancement


9.75 – 11.9 marks
	Demonstrates critical and insightful reflection on the key areas/contexts where they have been personally effective and areas for enhancement 

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
	Participated effectively in a group activity (meeting)

20 marks
	Insufficient/no evidence of planning prior to the meeting. Insufficient/no evidence of involvement in the meeting according to role. Demonstrated limited or ineffective communication skills. Insufficient/no evidence of producing documentation associated with meetings. 

0 – 9.9 marks
	Sufficient evidence of planning prior to the meeting. Satisfactory evidence of involvement in the meeting according to role. Demonstrated satisfactory communication skills. Sufficient evidence of producing documentation associated with meetings. 


10 – 12.9 marks
	Thoroughly engaged in preparation prior to the meeting. Thoroughly engaged in the meeting according to role. Demonstrated very good communication skills.  Presented clear and detailed documentation associated with meetings. 



13 – 15.9 marks
	Extensively engaged in planning prior to the meeting. Extensively engaged in the meeting according to role. Demonstrated excellent communication skills. Produced comprehensive well-structured documentation associated with meetings. 


16 – 20 marks

	
	Presented information effectively to communicate for a particular purpose.

20 marks
	Insufficient or no evidence to support appropriate preparation prior to the presentation. Demonstrated poor communication skills
Little or no structure to the presentation. Inappropriate use of aids. Did not establish a rapport with the audience. Limited response to questions 



0 – 9.9 marks
	Sufficient evidence to support appropriate preparation prior to the presentation. Demonstrated good communication skills, some structure, maintained interest/rapport with the audience. Aids used appropriately. Basic response to questions 



10 – 12.9 marks
	Clear evidence of appropriate preparation prior to the presentation. Demonstrated very good communication skills, a strong structure. Maintained strong interest/rapport with the audience. Very good use of aids, responded thoughtfully to questions 



13 – 15.9 marks
	Extensive evidence of appropriate preparation prior to the presentation. Demonstrated excellent communication skills 
Comprehensive clear structure. Maintained strong and consistent interest/rapport with the audience. Excellent use of aids. Provides insightful responses to questions 

16 – 20 marks



