Award of Personal Effectiveness: Level 3
Assessment plan
Centre name:										Centre number: 

	Assessment plan – AoPE Level 3
Improving skills in preparing and presenting information                          								  	  Credit value: 4

	Outcome:
	Assessment criteria
	Assessment activity/opportunity
	Assessment method
	When
	Evidence

	ISP3.1 
Understand what skills
are needed for the
effective presentation of information
	3.1.1  Evaluate how information has been presented by others for
different purposes such as communicating the outcomes of
research or applying for a job
	
	
	
	

	
	3.1.2   Use conclusions drawn from the evaluation to describe the skills
that are needed to present information for different purposes
	
	
	
	

	
	3.1.3   Observe a presentation and give feedback which identifies
strengths and areas to improve
	
	
	
	

	ISP3.2  Be able to plan how to improve own
presentation skills
	3.2.1   Identify own strengths and weaknesses in presenting information and give examples that explain these conclusions
	
	
	
	

	
	3.2.2   Agree targets to improve presentation skills
	
	
	
	

	
	3.2.3   Plan how to develop the knowledge and skills needed to meet
targets including activities and time lines
	
	
	
	

	ISP3.3  Be able to present
information on own skills, qualities and
achievements in a way
which is fit for purpose
	3.3.1   Describe a context in which information about own skills, qualities
and achievements needs to be communicated
	
	
	
	

	
	3.3.2    Identify and select information appropriate to the context
	
	
	
	

	
	3.3.3   Organise information to take account of the audience and situation
	
	
	
	

	
	3.3.4   Present information in draft form
	
	
	
	

	
	3.3.5   Use feedback to monitor progress towards targets for improving presentation skills
	
	
	
	

	
	3.3.6   Make amendments to draft if appropriate
	
	
	
	

	ISP3.4  Be able to prepare to
deliver a presentation
based on research he/
she has undertaken
	3.4.1   Identify and select information relevant to the purpose of the presentation
	
	
	
	

	
	3.4.2   Organise the content of the presentation taking account of the
audience and situation
	
	
	
	

	
	3.4.3   Prepare appropriate supporting materials and ensure resources are available when required
	
	
	
	

	
	3.4.4   Rehearse the presentation
	
	
	
	

	
	3.4.5   Use feedback to monitor progress towards targets for improving presentation skills
	
	
	
	

	ISP3.5  Be able to deliver a
presentation
	3.5.1   Use clear language and appropriate vocabulary explaining
technical terms where necessary
	
	
	
	

	
	3.5.2   Structure the presentation to help the audience follow the
sequence of points and ideas
	
	
	
	

	
	3.5.3   Vary tone and pace to maintain the interest of the audience and stress the main points
	
	
	
	

	
	3.5.4   Use anecdotes and/or examples to relate key points to the
experience of the audience
	
	
	
	

	
	3.5.5   Use images to illustrate key points
	
	
	
	

	
	3.5.6   Select and use techniques to engage the audience such as video
clips, music, interactive questioning
	
	
	
	

	ISP3.6  Be able to evaluate
progress towards
improving presentation
skills
	3.6.1   Evaluate performance and describe the knowledge and skills
which have been developed and improved
	
	
	
	

	
	3.6.2   Describe the extent to which targets have been achieved
	
	
	
	

	
	3.6.3   Agree ways to continue to develop presentation skills
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