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				HOW TO USE THIS BOOK

				This book has been designed as a tool to help you learn some key aspects of maintaining your ongoing learning and development in your role as a social service worker. In addition to providing information you will find useful at work, it has activities that should help you apply and reflect on what you have learned.
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				You can use it to gain an overall understanding or focus on aspects that might be particularly relevant to your role. Bookmark links within the book enable you to quickly move back and forward between different sections to help you to put the information in context.

				 

				You can also use this book as a reference tool in which you can make and keep your own notes. The video on page 5 will explain how you can do this.

				At the end of each chapter, you will be invited to apply for an open badge relating to the material covered in that chapter. This is a good way for you to show what you have learned to others and can contribute to a record of your continuing professional learning.

				 

				When you have gained all the badges linked to the learning activities, you can apply for the “Ongoing learning eBook completed badge” to help provide evidence of how this resource has helped to develop your understanding maintaining your.

				You can find out more about all the SSSC open badges and how to apply for them at badges.sssc.uk.com.

				Finding your way around

				Finding your way around this iBook is fairly simple. the great thing is, once you’ve learned how to use one of our iBooks, you’ve really learned how to use them all.

			

		

		
			
				Recording your responses to activities 

				Tap here to find out more about how you can take notes to record your responses to activities and export them from this ebook. The link will also tell you how to add book marks and underline text to personalise this eBook and make it your own personal reference resource.
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				“Intellectual growth should commence at birth and cease only at death”

				(Albert Einstein) 
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				Wise words from one of the great minds of the 20th century and an call to action for everyone to make lifelong learning their expectation, rather than an exception.

				In this learning resource, we will explore various aspects of the knowledge and skills you will need in order to continue to develop and learn new things and continue to be an effective social service worker:

				Maintaining your learning and development

				Becoming a reflective learner

				Planning and recording your learning

				Accessing and using support

				Keeping up to date

				You can work through each of these topics in turn, or you can jump straight to the topic you want to work through, it’s up to you.

				Each topic combines providing knowledge with some activities for you to carry out. Please take the time to do all of the activities. Remember, what you get out of this depends on what you put in!

				Although this learning resource has been designed to enable you develop knowledge to promote good practice in all your work, you

			

		

		
			
				may find it particularly helpful if you are undertaking, or about to undertake, a Scottish Vocational Qualification (SVQ) in Social Services and Health. In conjunction with the other apps in this series, it contributes to knowledge that you will require to complete SVQs. For example more information about equality and diversity can be found in the Principles of Care Good Practice app.
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				It’s been proven time and again, that the most effective learning we do is learning we apply in the real world as soon as possible. So, in this resource, most of the activities will ask you to carry out
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				tasks in your workplace and discuss the outcomes with your supervisor/assessor/mentor and/or line manager. We will provide the resources you’ll need and you will have the option to do some of the work on your tablet, or you will be able to print the resources out and complete the activity without the iPad. We’ll provide help with this along the way.

				We hope you find this resource interesting, challenging and enjoyable. But, above all else, we hope you learn something you didn’t know before you started reading.
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				Maintaining your own ongoing learning and development is vital

				to improving the way you support service users and carers, develop yourself and your career, and make the best possible contribution to the work of your organisation. The information in this learning resource will enable you to look at how you can develop yourself and use
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				your learning, your organisation and other resources to improve your knowledge, skills, understanding and use of the value base. You will look at how important it is to take responsibility for your own learning and development, to work towards becoming a reflective learner and practitioner, and to record and plan your development. You will also look at using the support of supervision, mentoring and coaching, and the importance of keeping up-to-date and networking.

				Taking Responsibility for your own development

				Workers in care and support services do important and often difficult jobs. You should expect to receive induction and training in the essential areas of your work from your employer. Also as part of your commitment to service users, your organisation and your own career development and fulfilment, you have a part to play in maintaining your learning and development, 

			

		

		
			
				optimising your learning and development as a way of ensuring that your practice is as good as it can be. The SSSC Codes of Practice for Social Service Workers and Employers clearly state these responsibilities -

				Codes of Practice...

				As a social service worker, you must be accountable for the quality of your work and take responsibility for maintaining and improving your knowledge and skills.

				As a social service employer, you must provide training and development opportunities to enable social service workers to strengthen and develop their skills and knowledge.

				What does this really mean? You can undertake learning and development in a number of ways many of which will be explored further in this app. These include:

				On the job learning. 

				Supervision, mentoring and coaching.

				Short courses, either internal or external to your organisation.

				Formal qualifications.
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				Discussion with colleagues.

				Informal learning e.g. reading books and researching internet websites.

				Participating in conferences, events and workshops.

				Participating in networks and forums.

				Secondment and job-shadowing opportunities.

				Reflection and thinking about practice.

				It’s very tempting to take the view that continuing your learning and development should be down to your employer or manager but, there are real benefits to you taking control of your own learning:

				Improves your practice and contribution to the lives of service users.

				Broadens your skills and knowledge.

				Enables you to cope with change.

				Improves your career prospects.

				Gives you greater job satisfaction.

				Contributes to enabling you to meet registration requirements.

				Enables you to support and develop other workers.

			

		

		
			
				It can be daunting knowing where to start, but there are tools and frameworks in place to help you with this like the Continuous Learning Framework.
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				The Continuous Learning Framework

				An important tool which you and your organisation can use to en-hance learning and development is The Continuous Learning Frame-work (CLF). This emphasises the importance of developing reflective learning and practice.

				THE CLF AIMS:

				To improve the quality of outcomes for people using social services by supporting the workforce to be the best they can be.
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				Activity 1

				Before going any further, it’s often helpful to have some sense of what your starting point is. You should open and complete the Skills and Abilities personal checklist. 

				Once you have completed it, you might like to discuss it with your manager/mentor if you choose.
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				To highlight the shared commitment required from social services and their employers to lifelong learning and continuous improvement that’s already established in the SSSC Codes of Practice for Social Service Workers and Employers.

				THE CLF:

				sets out what people in the social service workforce need to be able to do their job well now and in the future and what employers need to do to support them;

				is for everyone working in social services in Scotland in the public, private and voluntary sectors and those involved in their education, training and development.

				For more information on the CLF and how you can use it to guide your learning and development, tap here. 
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				Activity 2

				As you can see the CLF has a key role in supporting social service workers in maintaining their learning and Development. We’d like your to read through the Personal Capabilities, and complete use these to help you think about what your personal learning plan might look like. 

				You should open the Personal Learning Plan PDF file and either complete it on your tablet or send the link to your PC and print it out. Once you have completed the plan, discuss it with your supervisor/mentor/line manager.

			

		

		
			[image: ]
		

	
		
			[image: ]
		

		
			[image: ]
		

		
			
				14

			

		

		
			
				section 1: Maintaining your development

			

		

		
			
				This open badge will help show you what you have learned about maintaining you development. To get this badge you must do the following:

				Complete the activity on page 13 and attach your personal learning plan to your evidence for this badge (remembering to remove any details from your notes which could identify you or your service).

				Write a short account of a minimum of 150 words to explain how you will use the Continuous Learning Framework in your practice in future.

				When you have done this, please apply for the “Maintaining your development” badge, by tapping on the badge image to go directly to the application page for this badge. Please follow the instructions on the page. 

			

		

		
			
				For more information about badges and to set up an account, if you don not already have one, tap on this link: badges.sssc.uk.com
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				Reflective Learning and Practice

				“We learn from our experience... if we reflect upon our experience.” - John Dewey (1993)

				 

				Reflection is the process of thinking about every aspect of your learning and practice including identifying where and how they could be improved. This is especially important in providing care and support where what you do depends not just on your knowledge and skills but 
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				how you apply these in a multitude of different situations. Put simply, this section encourages you to think and reflect on both your learning and your actions. It encourages you to take a reflective approach to your learning and to think before you act, when you are in action and after your actions, to develop the habit of asking yourself questions rather than learning passively and acting impulsively. This can make the world of difference to the service people receive from you, and reflects many aspects of personalisation in terms of meeting individual needs and wishes. Both formal and informal supervision and discussion play an important part in developing reflective skills, but you must also develop the habit of self-reflection as an

			

		

		
			
				important tool in your development. 

				 

				It is important to realise that your background, experiences and beliefs will have an impact on your self-reflection. You may find it helpful to take some time to think about the values and beliefs that are important to you, and how your background and experience has affected these.

				Reflection helps to:

				Explore and analyse and make sense of your learning and experience. 

				Gain fuller understanding. 

				Examine your feelings.

				Review the outcomes of your learning and actions.

				Compare with previous experiences and situations.

				Explore what you may have done differently.

				Enable you to transfer learning from one situation to another.

				Develop your confidence and competence.

				Plan for and improve future work.
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				Through the reflective process you can build more skilled and knowledgeable approaches to your practice. The reflective process is continuous and is illustrated in the diagram below, beginning with reflecting on an action, situation or learning experience, progressing to new understanding and meaning, which then affects how you act and use your learning in the future.

			

		

		
			
				Trying out Reflection

				The best way to understand reflection is to try it out for yourself.
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				Activity 3

				Think about one or two events in your life. We want you to describe the event or role and what it involved (eg responsibilities/tasks). Then try to identify the skills and knowledge gained as a result, and provide examples of each. you should use these heading to guide you:

				Experience: Describe the experience, what happened? 

				Knowledge: What do you know now that you did not know before you had the experience? 

				Skills: What can you do now that you could not do before you had the experience, or can do better now because of the experience? 

				Reflections: What were your feelings and thoughts? What did you do well? What would you do differently? What values did you use? 

				Application: Think of a situation in which you could apply what you have learned. 

				Highlight* the ‘My activity 3 note’ text below and add a note to record your answer.
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				Transferring learning from one situation to another

				One of advantages of becoming a reflective practitioner is the ability to transfer skills, knowledge and / or attitudes that were learned in one situation to other situations. If you did not transfer some learning from one situation to another then every new experience would also be a totally new learning situation. You would be starting from scratch every time. Transferring learning doesn’t always come naturally, as the following examples illustrate. 

				Among a group of new social service workers several lacked the confidence to perform the simplest domestic task at work and lacked the confidence to converse with service users. In their applications and interviews they all demonstrated that they had skills in their home settings and the ability to form meaningful relationships with people in their family and previous work settings. Essentially there had been little or no transfer of knowledge and skill from the home and family situation or from previous work settings. 

				Similarly, in further education, lecturers often comment that knowledge and skills learned at school or through previous experience are not transferred to new learning situations. Reflective practice helps you gain the confidence to appreciate the benefits of your prior learning and experience in dealing with new situations.
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				This open badge will help show you what you have learned about becoming a reflective learner. To get this badge you must do the following:

				Complete the activity on page 17 and attach your note to your evidence for this badge (remembering to remove any details from your note which could identify you or your service).

				Write a short account of a minimum of 100 words to explain how you will use the knowledge gained from this chapter in your practice in future.

				When you have done this, please apply for the “Becoming a reflective learner” badge, by tapping on the badge image to go directly to the application page for this badge. Please follow the instructions on the page. 

			

		

		
			
				For more information about badges and to set up an account, if you don not already have one, tap on this link: badges.sssc.uk.com
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				An essential part of your development as a care and support worker

				is to undertake learning to enhance your knowledge and skills, and to regard this as part of a continuous and lifelong process. 

				 

				In this section consideration is given to ways in which planning for and recording your development can contribute to the learning process. This is done through: 

			

		

		
			
				planning and recording yor learning
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				Your personal and professional development plan.

				Your learning logs, to include the reflective journal or log already discussed and a summary log, which may be used to support your achievements and your registration.

				Your performance development review undertaken with your line manager at specified intervals e.g. annually.

				There can be considerable overlap between these with, for example, your personal and professional plan and logs contributing to your performance development review. For the sake of clarity they are however considered separately.

				Personal and professional development plan

				Every worker should develop, with the support of their line manager/supervisor, a personal and professional development plan which details plans for development and change over a specified period of time. The plan should be updated at intervals e.g. annually when you should record how the objectives of the plan have been achieved, any new objectives you need to add and any other changes that need to be made. 

				You could use the CLF, especially the section on personal capabilities, to help you to write broad goals and more detailed objectives for your development.
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				Activity 4

				SSSC have provided a Career Development Toolkit on the Workforce Solutions Portal. An interactive PDF form for a Personal Development Plan is included in this toolkit. Click/tap here to get the form and use it to complete a draft personal development plan for you.

				Once you have finished email it or take it to your supervisor/mentor/ line manager to discuss.
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				Learning logs

				To get into the habit of reflective learning and practice it is useful to keep a reflective log. What do you think you might include in this log?

				The learning log should include reflections about practice actions and situations and about other learning experiences you have had e.g. workshops, training days, books etc. You could use the categories of the reflective cycle to structure your reflections and present them in the same table form as the reflective exercise. You may want to record reflections about practice separately from reflections about other learning experiences, or even keep two separate logs. 

				A more formal record of learning has been developed by SSSC as a means of detailing learning and development for the purposes of continuing registration. Such a record should be kept by every 
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				social services worker to detail their lifelong learning and continuous professional development.

				Performance and Development Review

				At specified times, usually once or twice a year, every employee should have the opportunity formally to review their progress and performance. This process has various titles ranging from ‘Annual Appraisal’ to ‘Performance and Development Review’. This should take place face to face with your line manager/supervisor.

				During your Performance Review Meeting you should:

				Review the goals and objectives established in your personal and professional development plan.

				Agree and record achievements against these, as well as identifying any barriers you encountered.

				Review any objectives not achieved and whether these should be carried over into your next plan.

				Review your performance against the value base and your organisation’s ethos and requirements.

				Agree new goals and objectives jointly for the forthcoming year and record. these on a revised personal and professional development plan.

				Discuss specific actions and resources required to meet objectives.

			

		

		
			
				Agree achievable and realistic timescales for completion.

				Identify and discuss your personal career aspirations and how these may be progressed.

				Record the information on your organisation’s record form. One copy should be given to you and another kept by the Human Resources and / or Training section of your organisation.

				(adapted from material provided by Voluntary Service Aberdeen).

				Tap here to view an example of an Annual Performance Review Record.
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				Supervision

				Every care and support worker, including you, has the right to receive supervision. Those who use care services have the right to receive their help and support from properly supervised staff. This is clearly reflected in the National Care Standards (NCS). For example the NCS for care homes for children and young people state: 

			

		

		
			
				accessing and using support

			

		

		
			
				23

			

		

		
			
				MAINTAINING YOUR ONGOING LEARNING AND DEVELOPMENT

			

		

	
		
			[image: ]
		

		
			[image: ]
		

		
			
				“You can be assured that staff and volunteers are properly supervised and appraised and have access to advice and support.” (Standard 7)

				It is also reflected in the National Occupational Standards (NOS):

				Your need to know and understand your role and the role of others in evaluating and developing your skills and knowledge through supervision and appraisal or other arrangements (SCDHSC0033; Knowledge; January 2014)

				These standards place a responsibility on employers to ensure that appropriate systems of supervision are in place, and upon you to make use of supervision opportunities so that you can reflect upon and improve your practice.

				But, what is supervision?

				Supervision aims to achieve a number of things and is often misunderstood. It has huge potential for helping with your development as well as ensuring that your organisation achieves its objectives. Itmay be defined as:

				“... a process through which an organisation seeks to meet its objectives through empowering its staff.”

				(Thompson, 2002)

			

		

		
			
				The tasks of supervision can be examined in relation to four main areas: quality assurance; learning and development; support;
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				shared decision-making. These four areas overlap but, for the sake of clarity, tasks are listed in association with each one.

				Quality assurance:

				Monitoring and evaluating work tasks.

				Ensuring legal and organisational requirements and policies are adhered to.

				Facilitating links with other parts of the organisation, including higher management.

				Assessing availability of resources and any issues that arise from this.

				Learning and development:

				Sharing and facilitating the development and implementation of your personal and professional development plan (this belongs to all four areas of supervision).

				Enhancing and assessing your knowledge, skills, values and understanding.

				Promoting reflective practice.

				Optimising your practice in relation to personalisation.

				Ensuring you and your organisation keep up-to-date and explore new ways of working.

			

		

		
			
				Support:

				Enabling you to examine your work / life balance.

				Working through difficulties.

				Enabling you to discuss areas of work that you find stressful and to deal with stress.

				Validating and supporting you both as a person and as a worker.

				Ensuring that both as a person and as a worker you are not unnecessarily left to carry difficulties and problems alone.

				Shared decision-making:

				Promoting team work and collaboration

				Encouraging shared-decision making through team opportunities for support

				Encouraging openness and collective responsibility in a supportive environment

				Successful supervision

				Supervision most often takes place in a one to one situation between worker and supervisor. There are also other forms of supervision, such as group supervision where a manager can deal with issues facing a whole team, and peer supervision where
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				team members offer support and guidance to one another. Supervision may be formal or informal. Informal supervision takes place regularly in the workplace. You have a discussion about practice with your supervisor / line manager as part of your every day work, you are ‘shown the ropes’ by a more experienced colleague, you discuss a difficult situation on a shift with your supervisor; these are all examples of informal supervision. Supervision is a vital part of a person’s learning and development and individual, pre-arranged supervision is usually the way that organisations fulfil their formal responsibilities to workers.

				What can make a difference to the quality of supervision? 

				For supervision to be of good quality and to be successful in achieving the development of individual workers and the objectives of the organisation, there are some basic requirements that supervision should meet:

				It should occur on a regular basis

				Supervision should ideally be scheduled on a planned basis. The interval between sessions may vary from a week to a month, or longer sometimes, but whatever interval is defined, it should not be subject to sudden and unexpected variations.

			

		

		
			
				It should be reliable and have high priority

				Sessions should not be cancelled, postponed or rescheduled without very good reason. Sadly, supervision sessions, especially with staff in positions of little authority, often receive low priority and are the first thing to be affected when ‘something important’ happens. Remember, supervision is your right; it is a requirement of national regulations and standards.

				There should be an agenda

				There should be a way for each of the people who are giving or receiving supervision to contribute to and work to an agenda of some sort. This might take the form of a pre-printed organisational format or one that is devised for this particular supervision.

				There should be an agreed time

				Sufficient time needs to be allocated in advance so that there is enough time to explore the items on the agenda in sufficient depth. There should be time for reflection and no one should feel they are being rushed through sessions.

				It should be confidential

				The nature and boundaries of confidentiality should be understood. Whilst much of your discussion should be confidential, some information shared in supervision may have to be shared with others in the organisation. You may have to remind yourself of this.
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				Mentoring and Coaching 

				A mentor ‘provides support, advice and guidance in a relationship which is confidential, open and non-judgmental and where the men-tor listens and asks questions which promote the mentee to reflect on their own development. Mentoring is not about championing the mentee’s cause, or solving their problems, or telling them what to do. Mentoring must be separate from the roles of line manager and as-sessor. Coaching and counselling should not play any significant role within mentoring’. (Morton, 2003)

				Mentoring is an increasingly useful tool for supporting personal and professional development. It has tended to describe a relationship in which a more experienced person uses their greater knowledge and understanding of the work or workplace to support the development of a more inexperienced person. Anyone can be a mentor if they have something to pass on and the skills, time and commitment to do it. 

				While the mentoring role is different from the role of line manager and assessor, and often presents a useful way for workers to gain support outside the regulated relationships that exist in their

			

		

		
			
				organisation, there are situations where a mentor may also be a line manager, supervisor, trainer, or SVQ Assessor. It is very important in these circumstances to recognise the differences in roles and goals existing in the same relationship.
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				Coaching is a tool that is increasingly used for supporting personal and professional development. It may form part of supervision or more usually be used as a separate form of support for workers. The aim is to facilitate the individual’s learning and development.

				CIPD (Chartered Institute of Personnel and Development) defines coaching as developing a person’s skills and knowledge so that their job performance improves, hopefully leading to the achievement of the organisation’s objectives. It targets high performance and improvement at work, although it may also have an impact on an individual’s private life. It usually lasts for a short period and focuses on specific skills and goals. 

				 

				The table below, adapted from Alred et al (1998), highlights the differences between mentoring and coaching, though they can often overlap.
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					Mentoring

				

				
					coaching

				

				
					Ongoing relationship that can last for a long time.

				

				
					Relationship generally has a short amount of time.

				

				
					Can be more informal and meetings can take place as and when the mentee needs some guidance and or support.

				

				
					Generally more structured and meetings scheduled on a regular basis.

				

				
					More long-term and takes a broader view of the person.  Often known as the ‘mentee’ but also ‘client’ or ‘mentored person’.

				

				
					Short-term (sometimes time bound) and focuses on specific development areas/issues.

				

				
					Mentor usually passes on experience and is normally more senior in organisation.

				

				
					Coach doesn’t usually need direct experience of person’s job role.

				

				
					The focus is on career and personal development.

				

				
					Focus generally on development and issues at work.

				

				
					The mentee usually sets the agenda with the mentor providing support and guidance to prepare them for future roles.

				

				
					Agenda focuses on achieving specific, immediate goals.
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				SSSC has published a separate learning resource focused on mentoring and coaching - “Mentoring for early learning and childcare services”. 
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				This open badge will help show you what you have learned about accessing and using support. To get this badge you must do the following:

				Using the information in this chapter, write a short reflective account of a minimum of 150 words to explain how you think you could make best use of supervision to improve your practice.

				Write a short reflective account of a minimum of 100 words to explain how you will use the knowledge you gained from the chapter in your practice in future.

				When you have done this, please apply for the “Accessing and using support” badge, by tapping on the badge image to go directly to the application page for this badge. Please follow the instructions on the page.. 

			

		

		
			
				For more information about badges and to set up an account, if you don not already have one, tap on this link: badges.sssc.uk.com
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				Accessing information

				Good decisions and good practice depend to a great extent on good information. An important part of your learning and development is the ability to access information that is up-to-date and relevant to your role. Your organisation may provide you with a lot of the information you
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				need but you can also enhance your learning by accessing information yourself from a variety of sources. The internet is often a very good source of information as are the media, books and information sheets. Tap here for more information.

				Lessons from research

				Practice can be enhanced and improved by implementing the findings of research. Research into what works and what doesn’t work can help you to develop evidence-based practice and

			

		

		
			
				contribute to reflective thinking. You can both use research in your practice and contribute to it. 

				To find out what research may be relevant to your practice you can refer to many websites including the Social Service Knowledge Scotland (SSKS), the Institute for research and Innovation in Social Services (IRISS) and the Social Care Institute for Excellence (SCIE) websites. You may also find useful material at the Open University’s OpenLearn website.

				Lessons from Inquiries

				There have been many inquiries into social service practice, usually taking place to investigate situations where something has gone wrong. These reports often contain useful findings and recommendations for the improvement of practice. 

				 

				Accessing training courses, development days and networking opportunities and training courses and development days present great ways to learn, not only because they can give you access to useful information presented by experienced and knowledgeable people, but also for the discussion and networking opportunities they provide. Your own organisation should provide some of these learning opportunities but there are others that you may be able to access. There are other networking opportunities,
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				most of which also provide evidence of continuing professional development, provided by a number of organisations.

				Click here to view a summary of some of the most relevant of these reports together with their main implications and recommendations.
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				Maintaining your ongoing learning and development

			

		

		
			
				claim your open badges
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				What are Open Badges?

				Open Badges are a straightforward way to collect, manage and share evidence of learning in today’s digital world. You can collect them to evidence your learning and share them in places that matter to you, including offline as printable certificates. When you show your badge to someone, they will be able to see criteria against which the badge was issued and any evidence that you provided to prove you met that criteria.

				The Scottish Social Services Council (SSSC) and dozens of other social service organisations issue Open Badges to recognise continuous and informal learning that would otherwise go unrecorded.

				This video explains Open Badges in plain, easy to understand terms: 

			

		

		
			
				Claim your badges

				If you have successfully completed all four of the badges in this book, you will automatically be awarded the “Maintaining your learning and development” milestone badge:
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				This ebook was developed by the Scottish Social Services Council (Digital Learning Team). The SSSC would like to thank Tricia Lowe, SVQ Assessment Centre Team Leader at Angus Council for her help in reviewing and updating the content in this book.

				We are always keen to revise and further develop the resources we create so, we’d like to encourage you to contact us with any sugges-tions you might have on how we can improve this publication.

				We’d also like to hear from you if you have any suggestions for other topics you would like us to cover in future publications.

				You can email you suggestions, ideas etc to the Digital Learning Team at SSSC. We look forward to hearing from you.

				Other publications in this series:

			

		

		
			
				Scottish Social Services Council

				Compass House

				11 Riverside Drive

				Dundee

				DD1 4NY

				Tel: 0345 60 30891

				Fax: 01382 207215

				Email: enquiries@sssc.uk.com

				Web: www.sssc.uk.com

				Find us on Facebook and Twitter, and Youtube
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