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[image: his resource is designed to help and support you whilst you undertake the new Technical Apprenticeships in:
Social Services Children and Young People (CYP) (SVQ Level 4 SCQF Level 9) 
Social Services and Health Care (SSH) (SVQ Level 4 SCQF Level 9).  
The book will concentrate on the career skills required. It is designed to provide you with resources in a flexible, innovative and user-friendly way, to help you develop your learning and assist you in meeting the career skills requirements of these technical apprenticeship frameworks.
The career skills for this resource are as follows:
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[image: See the full list of Career Skills Units for technical and professional apprenticeships here.
Introduction to career skills
Modern apprenticeships, up till now, required staff to evidence core skills through their work practice.  These core skills had been identified by employers as “the skills most likely to be needed in any work environment.”
These core skills only go up to SCQF level 6 and so, following consultation with employers, it was agreed that core skills at a higher level were needed to reflect the work-based requirements at a higher level.  This led to the introduction of career skills for technical and professional apprenticeships.
There are now four levels of apprenticeship in Scotland:
Modern Apprenticeships at SCQF 5 (SVQ 2)
Modern Apprenticeships at SCQF 6/7 (SVQ 3)
Technical Apprenticeships at SCQF 8/9
Professional Apprenticeships at SCQF 10+.]
See the full list of Career Skills Units for technical and 
professional apprenticeships here.
Introduction to career skills
Modern apprenticeships, up till now, required staff to evidence 
core skills through their work practice.  These core skills had 
been identified by employers as “the skills most likely to be 
needed in any work environment.”
These core skills only go up to SCQF level 6 and so, following 
consultation with employers, it was agreed that core skills at a 
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Introduction to career skills
Modern apprenticeships, up till now, required staff to evidence core skills through their work practice.  These core skills had been identified by employers as “the skills most likely to be needed in any work environment.”
These core skills only go up to SCQF level 6 and so, following consultation with employers, it was agreed that core skills at a higher level were needed to reflect the work-based requirements at a higher level.  This led to the introduction of career skills for technical and professional apprenticeships.
There are now four levels of apprenticeship in Scotland:
Modern Apprenticeships at SCQF 5 (SVQ 2)
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Technical Apprenticeships at SCQF 8/9
Professional Apprenticeships at SCQF 10+.]
higher level were needed to reflect the work-based requirements 
at a higher level.  This led to the introduction of career skills for 
technical and professional apprenticeships.
There are now four levels of apprenticeship in Scotland:
๏Modern Apprenticeships at SCQF 5 (SVQ 2)
๏Modern Apprenticeships at SCQF 6/7 (SVQ 3)
๏Technical Apprenticeships at SCQF 8/9
๏Professional Apprenticeships at SCQF 10+.
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Unit title
SCQF Level
SCQF Credit
SSSC/B NOS CODE
Build and manage teams
7
8
CFAMLD9
Provide leadership for your team
7
9
CFAMLB5
Manage budgets
7
5
CFABAA532
Allocate and monitor the progress and quality of work in your area of responsibility
7
14
CFAMLD6
Communicate information and knowledge
7
3
CFAMLE11
Ensure health and safety requirements are met in your area of responsibility
7
11
CFAMLE6
Manage your own resources and professional development
7
8
CFALMA2
Recruit, select and keep colleagues
9
12
CFAMLD3
Promote equality of opportunity, diversity and inclusion in your area of responsibility
8
10
CFAMLB11
Provide leadership in your area of responsibility
8
9
CFAMLB6
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	Unit title
	SCQF Level
	SCQF Credit
	SSSC/B NOS CODE

	Build and manage teams
	7
	8
	FD3L 04 

	Provide leadership for your team
	7
	9
	FM4J 04

	Manage budgets
	7
	5
	FE1D 04

	Allocate and monitor the progress and quality of work in your area of 
responsibility
	7
	14
	FD3K 04

	Communicate information and knowledge
	7
	3
	H8GX 04

	Ensure health and safety requirements are met in your area of 
responsibility
	7
	11
	DR52 04

	Manage your own resources and professional development
	7
	8
	HK26 04

	Recruit, select and keep colleagues
	9
	12
	FM4Y 04

	Promote equality of opportunity, diversity and inclusion in your area of 
responsibility
	8
	10
	FM4L 04

	Provide leadership in your area of responsibility
	8
	9
	H5XS 04
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[image: Technical and professional apprenticeships were developed in response to feedback from the Scottish Government’s “Making Training Better” Consultation in late 2011. 
The Modern Apprenticeship Group has identified a range of pan-sector SVQ units at SCQF Level 7 and above which provide A National Framework of Career Skills Units for Technical and Professional Apprenticeships. These have been grouped under four headings:
Business Administration 
Management, including Business Continuity Management and Governance 
Customer Service 
Enterprise. 
(Source: Skills Development Scotland)
Technical apprentices should complete career skills units at SCQF Level 7 or above and achieve a minimum of 15 credits in total.
For a technical apprenticeship, the following units could be selected to meet the threshold of 15 credits:
OR …
]
Technical and professional apprenticeships were developed in 
response to feedback from the Scottish Government’s “Making 
Training Better” Consultation in late 2011. 
The Modern Apprenticeship Group has identified a range of pan-
sector SVQ units at SCQF Level 7 and above which provide A 
National Framework of Career Skills Units for Technical and 
Professional Apprenticeships. These have been grouped under 
four headings:
๏Business Administration 
๏Management, including Business Continuity Management 
and Governance 
๏Customer Service 
๏Enterprise. 
(Source: Skills Development Scotland)
Technical apprentices should complete career skills units at 
SCQF Level 7 or above and achieve a minimum of 15 credits in 
total.
For a technical apprenticeship, the following units could be 
selected to meet the threshold of 15 credits:
OR …

[image: Both options give the candidate 17 credits at SCQF level 7 or above, so both meet the requirements for a technical apprenticeship.
Selecting your units
When selecting units to focus on for your technical apprenticeship remember that they are vocational units and therefore should be relevant to the role and responsibilities you have in your work setting.
For vocational qualifications you must present evidence of your competence in relation to the knowledge and skills detailed in the units. Therefore pick those units you are confident you can cover from work practice examples and work products related to your work practice.
Seek guidance from your assessor before starting work to confirm that the units are appropriate to your job role and that they provide a minimum of 15 credits at SCQF level 7 or above.
Remember you only need to focus on the units you have selected for your technical apprenticeship; you are not required to cover all the units in this book.]
Both options give the candidate 17 credits at SCQF level 7 or 
above, so both meet the requirements for a technical 
apprenticeship.
Selecting your units
When selecting units to focus on for your technical 
apprenticeship remember that they are vocational units and 
therefore should be relevant to the role and responsibilities you 
have in your work setting.
For vocational qualifications you must present evidence of your 
competence in relation to the knowledge and skills detailed in the 
units. Therefore pick those units you are confident you can cover 
from work practice examples and work products related to your 
work practice.
Seek guidance from your assessor before starting work to 
confirm that the units are appropriate to your job role and that 
they provide a minimum of 15 credits at SCQF level 7 or above.
Remember you only need to focus on the units you have 
selected for your technical apprenticeship; you are not required 
to cover all the units in this book.
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	unit title
	SCQF Level
	SCQF credits

	Build and manage teams
	7
	8

	Provide leadership for your team
	7
	9
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	unit title
	SCQF Level
	SCQF credits

	Communicate information and 
knowledge
	7
	3

	Provide leadership in your area 
of responsibility
	8
	9

	Manage budgets
	7
	5
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[image: Go back to the list on page 4 to see the list of unit you can select. Pick the units you intend to work towards and make a note of the units you have selected.
Remember in order to achieve the full technical apprenticeship you must also achieve either:
Social Services Children and Young People (CYP) (SVQ Level 4 SCQF Level 9), 
OR,
Social Services and Health Care (SSH) (SVQ Level 4 SCQF Level 9). 
SVQs, technical apprenticeships and career skills
SVQs are vocational qualifications which focus on specific instances of your work practice in your job role. The level and type of SVQ you undertake must be relevant to your job role and responsibilities in your work setting.
As you progress through your SVQ you are required to show how your knowledge and understanding of legislation, theory and best practice guidance influence the way you carry out your work.
Career skills can be integrated into pieces of work for your SVQ. Therefore, as you complete pieces of written work and activities planned with your assessor for the career skills these pieces of work can also provide evidence for your SVQ and vice versa. Therefore it is beneficial to look at all units you are undertaking for both career skills and SVQ to ascertain where there is an overlap and where evidence can be generated that meets the requirements across the units you have selected. This will make the assessment planning process more efficient and avoid unnecessary duplication or evidence.
The career skills units in this app have been drawn from the Business Administration and Management suite of units, which form part of the career skills framework. 
The assessment guidance for generating evidence for these units favours the presentation of work products as a primary source of evidence. Work products are tangible documentation that you have produced as part of your work practice. Your assessor will be able to provide you with guidance as to the suitability of work products to include in your portfolio of evidence.]
Go back to the list on page 4 to see the list of unit you can select. 
Pick the units you intend to work towards and make a note of the 
units you have selected.
Remember in order to achieve the full technical apprenticeship 
you must also achieve either:
๏Social Services Children and Young People (CYP) (SVQ 
Level 4 SCQF Level 9), 
OR,
๏Social Services and Health Care (SSH) (SVQ Level 4 SCQF 
Level 9). 
SVQs, technical apprenticeships and career skills
SVQs are vocational qualifications which focus on specific 
instances of your work practice in your job role. The level and 
type of SVQ you undertake must be relevant to your job role and 
responsibilities in your work setting.
As you progress through your SVQ you are required to show how 
your knowledge and understanding of legislation, theory and best 
practice guidance influence the way you carry out your work.
Career skills can be integrated into pieces of work for your SVQ. 
Therefore, as you complete pieces of written work and activities 
planned with your assessor for the career skills these pieces of 
work can also provide evidence for your SVQ and vice versa. 
Therefore it is beneficial to look at all units you are undertaking 
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Remember in order to achieve the full technical apprenticeship you must also achieve either:
Social Services Children and Young People (CYP) (SVQ Level 4 SCQF Level 9), 
OR,
Social Services and Health Care (SSH) (SVQ Level 4 SCQF Level 9). 
SVQs, technical apprenticeships and career skills
SVQs are vocational qualifications which focus on specific instances of your work practice in your job role. The level and type of SVQ you undertake must be relevant to your job role and responsibilities in your work setting.
As you progress through your SVQ you are required to show how your knowledge and understanding of legislation, theory and best practice guidance influence the way you carry out your work.
Career skills can be integrated into pieces of work for your SVQ. Therefore, as you complete pieces of written work and activities planned with your assessor for the career skills these pieces of work can also provide evidence for your SVQ and vice versa. Therefore it is beneficial to look at all units you are undertaking for both career skills and SVQ to ascertain where there is an overlap and where evidence can be generated that meets the requirements across the units you have selected. This will make the assessment planning process more efficient and avoid unnecessary duplication or evidence.
The career skills units in this app have been drawn from the Business Administration and Management suite of units, which form part of the career skills framework. 
The assessment guidance for generating evidence for these units favours the presentation of work products as a primary source of evidence. Work products are tangible documentation that you have produced as part of your work practice. Your assessor will be able to provide you with guidance as to the suitability of work products to include in your portfolio of evidence.]
for both career skills and SVQ to ascertain where there is an 
overlap and where evidence can be generated that meets the 
requirements across the units you have selected. This will make 
the assessment planning process more efficient and avoid 
unnecessary duplication or evidence.
The career skills units in this app have been drawn from the 
Business Administration and Management suite of units, which 
form part of the career skills framework. 
The assessment guidance for generating evidence for these 
units favours the presentation of work products as a primary 
source of evidence. Work products are tangible documentation 
that you have produced as part of your work practice. Your 
assessor will be able to provide you with guidance as to the 
suitability of work products to include in your portfolio of 
evidence.
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[image: How to use this eBook
This book has been designed as a tool to help you evidence the core skills for your modern apprenticeship. 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. 
At the end of the book, you will be invited to apply for an open badge relating to the material you’ve covered. 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. 
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 eBook 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.
The video  on the top right will show you how to use the navigation options for this book. As you’ll see, there’s really not much to it.
Recording your responses to activities 
Watch the video on the bottom right for a step-by-step guide to recording your responses to activities and exporting them from this ebook.
]
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[image: his unit is about “building a team and managing it through its various stages of growth.” Tap/click this link to read the full NOS unit.
This unit is intended for managers with responsibility for leading a team.
The generic skills that need to be applied through the process of building and managing a team are as follows:
acting assertively
communicating
decision-making
evaluating
involving others
leadership
monitoring
motivating
obtaining feedback
problem-solving
providing feedback
setting objectives
valuing and supporting others.
These skills are explicit and implicit in the content of this unit. 
This unit is taken from the management and leadership suite of units. It identifies performance criteria, things you have specifically done, that need to be evidenced through work products you have produced as part of your work practice. Work products for this unit might be team meetings you have led, staff training you have delivered or team building exercises you have used. All performance criteria for this unit must be covered.
The unit also identifies behaviours. It is expected that you are likely to demonstrate the behaviours listed for this unit through the process of evidencing the performance criteria. 
“…while behaviours are desirable and likely to be demonstrated through performance, they do not need to be assessed. Therefore, behaviours should be used as guidance on how the performance criteria should be achieved, but not assessment in themselves”. (Source: http://www.sqa.org.uk/sqa/14510.html)
The unit details three types of knowledge that need to be demonstrated through the evidence you produce. You need to show that you not only know, but understand, how this knowledge applies to the theme of the unit in relation to your job role, responsibilities and the sector you work in. All knowledge points must be evidenced:  
general knowledge and understanding
industry/sector specific knowledge and understanding
context specific knowledge and understanding.
For further reading
Belbin Team Roles: Dr Meredith Belbin identified that people within teams tend to fit into the ‘team roles’ in the table below. Belbin noted that these are a “tendency to behave, contribute and interrelate with others in a particular way”. As these are traits, you may find that  more than one applies to you. 
Tuckman Four (Five) Stages of Team Development. See also: 
http://gsblive.uct.ac.za/instructor/usermedia/1651/Tuckmans%20model%201.pdf
Introduction to team development

By working through the following case study you will be able to consider whether you are ready to complete the work required for this unit.  
Once you have completed the case study task, consider the guidance that follows to help you focus on what is required to achieve this unit.
]
his unit is about “building a team and managing it through its various stages of 
growth.” Tap/click this link to read the full NOS unit.
This unit is intended for managers with responsibility for leading a team.
The generic skills that need to be applied through the process of building and managing a 
team are as follows:
๏acting assertively
๏communicating
๏decision-making
๏evaluating
๏involving others
๏leadership
๏monitoring
๏motivating
๏obtaining feedback
๏problem-solving
๏providing feedback
๏setting objectives
๏valuing and supporting others.
These skills are explicit and implicit in the content of this unit. 
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This unit is intended for managers with responsibility for leading a team.
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leadership
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motivating
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problem-solving
providing feedback
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valuing and supporting others.
These skills are explicit and implicit in the content of this unit. 
This unit is taken from the management and leadership suite of units. It identifies performance criteria, things you have specifically done, that need to be evidenced through work products you have produced as part of your work practice. Work products for this unit might be team meetings you have led, staff training you have delivered or team building exercises you have used. All performance criteria for this unit must be covered.
The unit also identifies behaviours. It is expected that you are likely to demonstrate the behaviours listed for this unit through the process of evidencing the performance criteria. 
“…while behaviours are desirable and likely to be demonstrated through performance, they do not need to be assessed. Therefore, behaviours should be used as guidance on how the performance criteria should be achieved, but not assessment in themselves”. (Source: http://www.sqa.org.uk/sqa/14510.html)
The unit details three types of knowledge that need to be demonstrated through the evidence you produce. You need to show that you not only know, but understand, how this knowledge applies to the theme of the unit in relation to your job role, responsibilities and the sector you work in. All knowledge points must be evidenced:  
general knowledge and understanding
industry/sector specific knowledge and understanding
context specific knowledge and understanding.
For further reading
Belbin Team Roles: Dr Meredith Belbin identified that people within teams tend to fit into the ‘team roles’ in the table below. Belbin noted that these are a “tendency to behave, contribute and interrelate with others in a particular way”. As these are traits, you may find that  more than one applies to you. 
Tuckman Four (Five) Stages of Team Development. See also: 
http://gsblive.uct.ac.za/instructor/usermedia/1651/Tuckmans%20model%201.pdf
Introduction to team development

By working through the following case study you will be able to consider whether you are ready to complete the work required for this unit.  
Once you have completed the case study task, consider the guidance that follows to help you focus on what is required to achieve this unit.
]
This unit is taken from the management and leadership suite of 
units. It identifies performance criteria, things you have 
specifically done, that need to be evidenced through work 
products you have produced as part of your work practice. Work 
products for this unit might be team meetings you have led, staff 
training you have delivered or team building exercises you have 
used. All performance criteria for this unit must be covered.
The unit also identifies behaviours. It is expected that you are 
likely to demonstrate the behaviours listed for this unit through 
the process of evidencing the performance criteria. 
“…while behaviours are desirable and likely to be demonstrated 
through performance, they do not need to be assessed. 
Therefore, behaviours should be used as guidance on how the 
performance criteria should be achieved, but not assessment in 
themselves”. (Source: http://www.sqa.org.uk/sqa/14510.html)
The unit details three types of knowledge that need to be 
demonstrated through the evidence you produce. You need to 
show that you not only know, but understand, how this 
knowledge applies to the theme of the unit in relation to your job 
role, responsibilities and the sector you work in. All knowledge 
points must be evidenced:  
๏general knowledge and understanding
๏industry/sector specific knowledge and understanding
๏context specific knowledge and understanding.
For further reading
Belbin Team Roles: Dr Meredith Belbin identified that people 
within teams tend to fit into the ‘team roles’ in the table below. 
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This unit is intended for managers with responsibility for leading a team.
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This unit is taken from the management and leadership suite of units. It identifies performance criteria, things you have specifically done, that need to be evidenced through work products you have produced as part of your work practice. Work products for this unit might be team meetings you have led, staff training you have delivered or team building exercises you have used. All performance criteria for this unit must be covered.
The unit also identifies behaviours. It is expected that you are likely to demonstrate the behaviours listed for this unit through the process of evidencing the performance criteria. 
“…while behaviours are desirable and likely to be demonstrated through performance, they do not need to be assessed. Therefore, behaviours should be used as guidance on how the performance criteria should be achieved, but not assessment in themselves”. (Source: http://www.sqa.org.uk/sqa/14510.html)
The unit details three types of knowledge that need to be demonstrated through the evidence you produce. You need to show that you not only know, but understand, how this knowledge applies to the theme of the unit in relation to your job role, responsibilities and the sector you work in. All knowledge points must be evidenced:  
general knowledge and understanding
industry/sector specific knowledge and understanding
context specific knowledge and understanding.
For further reading
Belbin Team Roles: Dr Meredith Belbin identified that people within teams tend to fit into the ‘team roles’ in the table below. Belbin noted that these are a “tendency to behave, contribute and interrelate with others in a particular way”. As these are traits, you may find that  more than one applies to you. 
Tuckman Four (Five) Stages of Team Development. See also: 
http://gsblive.uct.ac.za/instructor/usermedia/1651/Tuckmans%20model%201.pdf
Introduction to team development

By working through the following case study you will be able to consider whether you are ready to complete the work required for this unit.  
Once you have completed the case study task, consider the guidance that follows to help you focus on what is required to achieve this unit.
]
Belbin noted that these are a “tendency to behave, contribute 
and interrelate with others in a particular way”. As these are 
traits, you may find that  more than one applies to you. 
Tuckman Four (Five) Stages of Team Development. See also: 
http://gsblive.uct.ac.za/instructor/usermedia/1651/
Tuckmans%20model%201.pdf
Introduction to team development
 
By working through the following case study you will be able to 
consider whether you are ready to complete the work required for 
this unit.  
Once you have completed the case study task, consider the 
guidance that follows to help you focus on what is required to 
achieve this unit.
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Case study activity

[image: Ruby has been a team leader for 12 months when her line manager has a team reshuffle within the service. Ruby’s new team has been seconded and asked to work with her to set up a resource centre, in conjunction with a local church, for people affected by dementia. This is a project funded for a fixed period of 12 months after which time it will be handed over to a church committee to manage and run, using local volunteers.
Ruby’s team now consists of the following members:
Verity Chapman – Verity has a background in working with people who have sensory impairments. She has a degree in psychology and an SVQ level 3.
Mohan McKenzie – He is a qualified nurse (RGN) and has 10 years experience working with people who have dementia. He delivers staff medication training in-house. He applied for the team leader role that Ruby got and is keen to progress to a management role.
Melanie Atkins – She is the only member of the new team that was also in Ruby’s last team. She has a background in music and art therapy but has not been able to use this in her work role to date as she carried out mainly personal care and was not involved in any recreation activities.
Ruby arranges for a team meeting in the training suite with her new team on 28/02/15 inviting everyone to attend. Prepare an agenda for her first team meeting using this template (tap link to view).
Work through the questions on the Case Study Response Form which you can  get by tapping this link. ]
Ruby has been a team leader for 12 months when her line 
manager has a team reshuffle within the service. Ruby’s new 
team has been seconded and asked to work with her to set up a 
resource centre, in conjunction with a local church, for people 
affected by dementia. This is a project funded for a fixed period of 
12 months after which time it will be handed over to a church 
committee to manage and run, using local volunteers.
Ruby’s team now consists of the following members:
Verity Chapman – Verity has a background in working with people 
who have sensory impairments. She has a degree in psychology 
and an SVQ level 3.
Mohan McKenzie – He is a qualified nurse (RGN) and has 10 
years experience working with people who have dementia. He 
delivers staff medication training in-house. He applied for the 
team leader role that Ruby got and is keen to progress to a 
management role.
Melanie Atkins – She is the only member of the new team that 
was also in Ruby’s last team. She has a background in music and 
art therapy but has not been able to use this in her work role to 
date as she carried out mainly personal care and was not 
involved in any recreation activities.
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[image: Ruby has been a team leader for 12 months when her line manager has a team reshuffle within the service. Ruby’s new team has been seconded and asked to work with her to set up a resource centre, in conjunction with a local church, for people affected by dementia. This is a project funded for a fixed period of 12 months after which time it will be handed over to a church committee to manage and run, using local volunteers.
Ruby’s team now consists of the following members:
Verity Chapman – Verity has a background in working with people who have sensory impairments. She has a degree in psychology and an SVQ level 3.
Mohan McKenzie – He is a qualified nurse (RGN) and has 10 years experience working with people who have dementia. He delivers staff medication training in-house. He applied for the team leader role that Ruby got and is keen to progress to a management role.
Melanie Atkins – She is the only member of the new team that was also in Ruby’s last team. She has a background in music and art therapy but has not been able to use this in her work role to date as she carried out mainly personal care and was not involved in any recreation activities.
Ruby arranges for a team meeting in the training suite with her new team on 28/02/15 inviting everyone to attend. Prepare an agenda for her first team meeting using this template (tap link to view).
Work through the questions on the Case Study Response Form which you can  get by tapping this link. ]
Ruby arranges for a team meeting in the training suite with her 
new team on 28/02/15 inviting everyone to attend. Prepare an 
agenda for her first team meeting using this template (tap link to 
view).
Work through the questions on the Case Study Response Form 
which you can  get by tapping this link. 

[image: Activity to meet performance evidence requirements of the unit
Consider how you have built and managed the team you currently work with. 
A) Write a brief statement about this process. Include the following areas in your statement:]
Activity to meet performance evidence requirements of the 
unit
Consider how you have built and managed the team you 
currently work with. 
A) Write a brief statement about this process. Include the 
following areas in your statement:
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	Area to cover in statement
	Documentary evidence to 
support claim

	Clearly articulate the purpose of the 
team — what it has to achieve, and 
why a team, rather than an individual 
approach, is required.
	
	Identify the diversity of expertise, 
knowledge, skills and attitudes required 
to achieve the team purpose.
	
	Identify team members’ expertise, 
knowledge, skills and attitudes and 
agree their particular roles within the 
team.
	
	Use team selection and development 
processes to develop any expertise, 
knowledge, skills and attitudes currently 
lacking in the team.
	
	Agree with team members the 
behaviours that are likely to help the 
achievement of the team purpose and 
those that should be avoided as they 
are likely to hinder progress.
	
	Help team members understand their 
unique contribution to the team, the 
contributions expected of fellow team 
members and how these complement 
and support each other.
	

[image: 

]

	Provide opportunities for team members 
to get to know each other’s strengths 
and weaknesses and build mutual 
respect and trust.
	
	Allow time for the team to develop 
through its stages of growth.
	
	Help the team seize opportunities 
presented by changes in the team 
composition and support the introduction 
of new team members.
	
	Encourage team members to share 
problems with each other and solve 
these creatively together.
	
	Encourage open communication 
between team members, including 
providing feedback designed to enhance 
the performance of fellow team 
members and the team as a whole.
	
	Review the performance of the team at 
appropriate points and evaluate how 
well its purpose is being achieved.
	
	Celebrate team and individual 
successes together, and acknowledge 
when things go wrong; before refocusing 
the team’s energy on achieving its 
purpose.
	
	Disband the team if and when its purpose 
has been achieved and it is no longer 
required for other purposes.
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[image: B) For each area make a note of any documents that you have produced (eg team aims and objectives) emails you have sent, minutes of team meetings, reports you have written, charts you have compiled, that support your statement about how you have built and managed your team. These will be the product evidence to include in your portfolio along with your statement.
Meeting the knowledge requirements of the unit
C) With the product evidence you are using; provide an explanation for each to outline any of the following points that are relevant:
why they are important to the process of building and managing a team 
how and why you created them
who you involved in creating them and why.
D) Building a team assignment
Describe the process of building your current team and relate it to Tuckman’s stages of team development.
E) Team roles assignment
Think about your team members and consider which of Belbin’s team roles best describes their place in the team. Explain how each contributes to the team and how you can draw on their individual skills and expertise to benefit the team and its objectives. What gaps do you have in the team and what would you look for in a new team member to complement the team?
Present your statement, work products and assignments to your assessor. Ensure you have numbered and linked your work products to specific parts of your statement.
We’ve provided a PDF form for the performance statement which you can use. You get get it by tapping the following link and fill them in on your tablet as we showed you earlier:
Performance evidence statement
Alternatively, you can download the form to your PC using this address: 
http://workforcesolutions.sssc.uk.com/AppResources/maProPerfState01.pdf and fill in the form on your computer using Acrobat Reader.
]
B) For each area make a note of any documents that you have 
produced (eg team aims and objectives) emails you have sent, 
minutes of team meetings, reports you have written, charts you 
have compiled, that support your statement about how you have 
built and managed your team. These will be the product evidence 
to include in your portfolio along with your statement.
Meeting the knowledge requirements of the unit
C) With the product evidence you are using; provide an 
explanation for each to outline any of the following points that are 
relevant:
๏why they are important to the process of building and 
managing a team 
๏how and why you created them
๏who you involved in creating them and why.
D) Building a team assignment
Describe the process of building your current team and relate it 
to Tuckman’s stages of team development.
E) Team roles assignment
Think about your team members and consider which of Belbin’s 
team roles best describes their place in the team. Explain how 
each contributes to the team and how you can draw on their 
individual skills and expertise to benefit the team and its 

[image: B) For each area make a note of any documents that you have produced (eg team aims and objectives) emails you have sent, minutes of team meetings, reports you have written, charts you have compiled, that support your statement about how you have built and managed your team. These will be the product evidence to include in your portfolio along with your statement.
Meeting the knowledge requirements of the unit
C) With the product evidence you are using; provide an explanation for each to outline any of the following points that are relevant:
why they are important to the process of building and managing a team 
how and why you created them
who you involved in creating them and why.
D) Building a team assignment
Describe the process of building your current team and relate it to Tuckman’s stages of team development.
E) Team roles assignment
Think about your team members and consider which of Belbin’s team roles best describes their place in the team. Explain how each contributes to the team and how you can draw on their individual skills and expertise to benefit the team and its objectives. What gaps do you have in the team and what would you look for in a new team member to complement the team?
Present your statement, work products and assignments to your assessor. Ensure you have numbered and linked your work products to specific parts of your statement.
We’ve provided a PDF form for the performance statement which you can use. You get get it by tapping the following link and fill them in on your tablet as we showed you earlier:
Performance evidence statement
Alternatively, you can download the form to your PC using this address: 
http://workforcesolutions.sssc.uk.com/AppResources/maProPerfState01.pdf and fill in the form on your computer using Acrobat Reader.
]
objectives. What gaps do you have in the team and what would 
you look for in a new team member to complement the team?
Present your statement, work products and assignments to your 
assessor. Ensure you have numbered and linked your work 
products to specific parts of your statement.
We’ve provided a PDF form for the performance statement which 
you can use. You get get it by tapping the following link and fill 
them in on your tablet as we showed you earlier:
Performance evidence statement
Alternatively, you can download the form to your PC using this 
address: 
http://workforcesolutions.sssc.uk.com/AppResources/
maProPerfState01.pdf and fill in the form on your computer using 
Acrobat Reader.
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[image: he focus of this unit is on “providing direction to the members of your team and motivating and supporting them to achieve the objectives of the team and their personal work objectives.” Tap this link to read the full unit, FM4J 04.
This unit is intended for people who are in a team leader role. 
The generic skills that need to be applied when providing leadership for your team are as follows:
communicating
planning
team-building
leading by example
providing feedback
setting objectives
motivating
consulting
problem-solving
valuing and supporting others
monitoring
managing conflict
decision-making
following.
These skills are explicit and implicit in the content of this unit.
This unit is taken from the management and leadership suite of units. It identifies performance criteria, things you have specifically done, that need to be evidenced through work products you have produced as part of your work practice. Work products for this unit might be emails you have sent, staff supervision minutes, minutes of meetings or reports you have written. All performance criteria for this unit must be covered.
The unit also identifies behaviours. It is expected that you are likely to demonstrate the behaviours listed for this unit through the process of evidencing the performance criteria. 
“…while behaviours are desirable and likely to be demonstrated through performance, they do not need to be assessed. Therefore, behaviours should be used as guidance on how the performance criteria should be achieved, but not assessment in themselves”. (Source: http://www.sqa.org.uk/sqa/14510.html “Behaviours”)
The unit details three types of knowledge that need to be demonstrated through the evidence you produce. You need to show that you not only know, but understand, how this knowledge applies to the theme of the unit in relation to your job role, responsibilities and the sector you work in. All knowledge points must be evidenced:  
general knowledge and understanding
industry/sector specific knowledge and understanding
context specific knowledge and understanding.
]
he focus of this unit is on “providing direction to the members of your team and 
motivating and supporting them to achieve the objectives of the team and their 
personal work objectives.” Tap this link to read the full unit, FM4J 04.
This unit is intended for people who are in a team leader role. 
The generic skills that need to be applied when providing leadership for your team are as 
follows:
๏communicating
๏planning
๏team-building
๏leading by example
๏providing feedback
๏setting objectives
๏motivating
๏consulting
๏problem-solving
๏valuing and supporting others
๏monitoring
๏managing conflict
๏decision-making
๏following.
These skills are explicit and implicit in the content of this unit.
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[image: he focus of this unit is on “providing direction to the members of your team and motivating and supporting them to achieve the objectives of the team and their personal work objectives.” Tap this link to read the full unit, FM4J 04.
This unit is intended for people who are in a team leader role. 
The generic skills that need to be applied when providing leadership for your team are as follows:
communicating
planning
team-building
leading by example
providing feedback
setting objectives
motivating
consulting
problem-solving
valuing and supporting others
monitoring
managing conflict
decision-making
following.
These skills are explicit and implicit in the content of this unit.
This unit is taken from the management and leadership suite of units. It identifies performance criteria, things you have specifically done, that need to be evidenced through work products you have produced as part of your work practice. Work products for this unit might be emails you have sent, staff supervision minutes, minutes of meetings or reports you have written. All performance criteria for this unit must be covered.
The unit also identifies behaviours. It is expected that you are likely to demonstrate the behaviours listed for this unit through the process of evidencing the performance criteria. 
“…while behaviours are desirable and likely to be demonstrated through performance, they do not need to be assessed. Therefore, behaviours should be used as guidance on how the performance criteria should be achieved, but not assessment in themselves”. (Source: http://www.sqa.org.uk/sqa/14510.html “Behaviours”)
The unit details three types of knowledge that need to be demonstrated through the evidence you produce. You need to show that you not only know, but understand, how this knowledge applies to the theme of the unit in relation to your job role, responsibilities and the sector you work in. All knowledge points must be evidenced:  
general knowledge and understanding
industry/sector specific knowledge and understanding
context specific knowledge and understanding.
]
This unit is taken from the management and leadership suite of 
units. It identifies performance criteria, things you have 
specifically done, that need to be evidenced through work 
products you have produced as part of your work practice. Work 
products for this unit might be emails you have sent, staff 
supervision minutes, minutes of meetings or reports you have 
written. All performance criteria for this unit must be covered.
The unit also identifies behaviours. It is expected that you are 
likely to demonstrate the behaviours listed for this unit through 
the process of evidencing the performance criteria. 
“…while behaviours are desirable and likely to be demonstrated 
through performance, they do not need to be assessed. 
Therefore, behaviours should be used as guidance on how the 
performance criteria should be achieved, but not assessment in 
themselves”. (Source: http://www.sqa.org.uk/sqa/14510.html 
“Behaviours”)
The unit details three types of knowledge that need to be 
demonstrated through the evidence you produce. You need to 
show that you not only know, but understand, how this 
knowledge applies to the theme of the unit in relation to your job 
role, responsibilities and the sector you work in. All knowledge 
points must be evidenced:  
	general knowledge and understanding

	industry/sector specific knowledge and understanding

	context specific knowledge and understanding.


[image: For further reading
SMART Objectives
John Adair – Action Centre Leadership
Frederick Herzberg’s - Motivation and hygiene factors
Katherine Benziger’s - Thinking styles
Douglas McGregor – XY Theory
Daniel Goleman – 6 Leadership Styles
David McClelland – Achievement and Acquired Needs Theory
http://buildingconnections.tamu.edu/comconcd/pdffiles/sections/mo-attachmant.pdf
Conflict Management
]
For further reading
SMART Objectives
John Adair – Action Centre Leadership
Frederick Herzberg’s - Motivation and hygiene factors
Katherine Benziger’s - Thinking styles
Douglas McGregor – XY Theory
Daniel Goleman – 6 Leadership Styles
David McClelland – Achievement and Acquired Needs Theory
http://buildingconnections.tamu.edu/comconcd/pdffiles/sections/
mo-attachmant.pdf
Conflict Management
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[image: By working through the following case study you will be able to consider whether you are ready to complete the work required for this unit.
Once you have completed the case study task, consider the guidance to help you focus on what is required to achieve this unit.]
By working through the following case study you will be able to 
consider whether you are ready to complete the work required for 
this unit.
Once you have completed the case study task, consider the 
guidance to help you focus on what is required to achieve this 
unit.
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[image: Case study activity
]
Case study activity

[image: Emsiezell has been a team leader for six months when her line manager has a team reshuffle within the service. Emsiezell’s team is now going to specialise in working with people affected by dementia.
Her team now consists of the following members:
Jenny Jones – Newly recruited member of staff to the organisation and is still to complete the probationary period and mandatory training (mandatory training consists of adult protection, first aid, moving and positioning, recording and report writing, health and safety, values, codes of practice, national care standards, promoting dignity and independence). Jenny has her SVQ 3 from her previous job.
James Stewart – Experienced staff member who has been with the organisation for 10 years. He applied for the post of team leader at the same time Emsiezell was appointed but was unsuccessful. Very efficient with getting tasks completed and can always be relied on to be on time. He has completed every piece of training on offer apart from the SVQ 2 which he doesn’t want to do as he is very keen to get some management training to develop himself further.
June Allison – Has been in post for two years and has a good rapport with the people using the service. A popular member of staff who gets on well with everyone. She has achieved her SVQ 2.
Jean Kelly – She is the only member of this new team that was in Emsiezell’s last team. She has been with the organisation for 12 months and has completed her probation and mandatory training. She is due to start her SVQ 2 this year.
John Barrymore – Has been working with the organisation for five years and is planning to retire within the next 18 months. He has just started his SVQ 2.
All the staff team has some experience working with people who have dementia but none of them, including Emsiezell, have undertaken any courses to do with dementia.
Work through the questions on the Case Study Response Form which you can  get by tapping this link.]
Emsiezell has been a team leader for six months when her line 
manager has a team reshuffle within the service. Emsiezell’s 
team is now going to specialise in working with people affected by 
dementia.
Her team now consists of the following members:
Jenny Jones – Newly recruited member of staff to the 
organisation and is still to complete the probationary period and 
mandatory training (mandatory training consists of adult 
protection, first aid, moving and positioning, recording and report 
writing, health and safety, values, codes of practice, national care 
standards, promoting dignity and independence). Jenny has her 
SVQ 3 from her previous job.
James Stewart – Experienced staff member who has been with 
the organisation for 10 years. He applied for the post of team 
leader at the same time Emsiezell was appointed but was 
unsuccessful. Very efficient with getting tasks completed and can 

[image: Emsiezell has been a team leader for six months when her line manager has a team reshuffle within the service. Emsiezell’s team is now going to specialise in working with people affected by dementia.
Her team now consists of the following members:
Jenny Jones – Newly recruited member of staff to the organisation and is still to complete the probationary period and mandatory training (mandatory training consists of adult protection, first aid, moving and positioning, recording and report writing, health and safety, values, codes of practice, national care standards, promoting dignity and independence). Jenny has her SVQ 3 from her previous job.
James Stewart – Experienced staff member who has been with the organisation for 10 years. He applied for the post of team leader at the same time Emsiezell was appointed but was unsuccessful. Very efficient with getting tasks completed and can always be relied on to be on time. He has completed every piece of training on offer apart from the SVQ 2 which he doesn’t want to do as he is very keen to get some management training to develop himself further.
June Allison – Has been in post for two years and has a good rapport with the people using the service. A popular member of staff who gets on well with everyone. She has achieved her SVQ 2.
Jean Kelly – She is the only member of this new team that was in Emsiezell’s last team. She has been with the organisation for 12 months and has completed her probation and mandatory training. She is due to start her SVQ 2 this year.
John Barrymore – Has been working with the organisation for five years and is planning to retire within the next 18 months. He has just started his SVQ 2.
All the staff team has some experience working with people who have dementia but none of them, including Emsiezell, have undertaken any courses to do with dementia.
Work through the questions on the Case Study Response Form which you can  get by tapping this link.]
always be relied on to be on time. He has completed every piece 
of training on offer apart from the SVQ 2 which he doesn’t want 
to do as he is very keen to get some management training to 
develop himself further.
June Allison – Has been in post for two years and has a good 
rapport with the people using the service. A popular member of 
staff who gets on well with everyone. She has achieved her SVQ 
2.
Jean Kelly – She is the only member of this new team that was in 
Emsiezell’s last team. She has been with the organisation for 12 
months and has completed her probation and mandatory 
training. She is due to start her SVQ 2 this year.
John Barrymore – Has been working with the organisation for 
five years and is planning to retire within the next 18 months. He 
has just started his SVQ 2.
All the staff team has some experience working with people who 
have dementia but none of them, including Emsiezell, have 
undertaken any courses to do with dementia.
Work through the questions on the Case Study Response Form 
which you can  get by tapping this link.

[image: Activity to meet performance evidence requirements of the unit
Think of the ways in which you provide leadership for your team in your job role.
]
Activity to meet performance evidence requirements of the 
unit
Think of the ways in which you provide leadership for your team 
in your job role.
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[image: A) Write a brief statement about how you do this. Include the following areas in your statement:]
A) Write a brief statement about how you do this. Include the 
following areas in your statement:

[image: B) For each area make a note of any documents that you have produced, emails you have sent, reports you have written, SMART plans you have prepared, that support your statement about how you have provided leadership for your team. These will be the product evidence to include in your portfolio along with your statement.
Meeting the knowledge requirements of the unit
With the product evidence you are using; provide an explanation for each to outline any of the following points that are relevant:
how they demonstrate your leadership of your team
how and why you created them
who you involved in creating them and why
legislation that influences what you do and why you do it.
]
B) For each area make a note of any documents that you have 
produced, emails you have sent, reports you have written, 
SMART plans you have prepared, that support your statement 
about how you have provided leadership for your team. These 
will be the product evidence to include in your portfolio along with 
your statement.
Meeting the knowledge requirements of the unit
With the product evidence you are using; provide an explanation 
for each to outline any of the following points that are relevant:
๏how they demonstrate your leadership of your team
๏how and why you created them
๏who you involved in creating them and why
๏legislation that influences what you do and why you do it.
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	Area to cover in statement
	Documentary evidence to 
support claim

	Set out and positively communicate the 
purpose and objectives of the team to 
all members.
	
	Involve members in planning how the 
team will achieve its objectives..
	
	Ensure that each member of the team 
has personal work objectives and 
understands how achieving these will 
contribute to the achievement of the 
team’s objectives.
	
	Encourage and support team members 
to achieve their personal work 
objectives and those of the team and 
provide recognition when objectives 
have been achieved.
	
	Win, through your performance, the 
trust and support of the team for your 
leadership
	
	Steer the team successfully through 
difficulties and challenges, including 
conflict, diversity and inclusion issues 
within the team.
	
	Encourage and recognise creativity 
and innovation within the team.
	

[image: 
]

	Give team members support and 
advice when they need it, especially 
during periods of setback and change.
	
	Motivate team members to present 
their own ideas and listen to what they 
say.
	
	Encourage team members to take the 
lead when they have the knowledge 
and expertise and show willingness to 
follow this lead.
	
	Monitor activities and progress across 
the team without interfering.
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[image: For further reading
http://www.legislation.gov.uk/asp/2001/8/contents
http://www.scswis.com/index.php?option=com_content&view=article&id=8014&Itemid=736
SSSC Codes of practice for social service workers and managers
D) Regulation of Care (Scotland) Act 2001 
Consider how the Regulation of Care (Scotland) Act 2001 influences how you provide leadership to your team. Refer to how the National Care Standards, that are applicable to your service, inform and impact your approach to leading your team. Demonstrate how the SSSC Codes of Practice provides the framework for your work practice when leading a staff team in your work setting. What guidance is provided in the National Care Standards relevant to your service in terms of leadership and management? Refer to specific parts of the standards.
E) Leadership and management assignment
Write a short piece identifying different leadership styles and explaining the strengths and limitations of these. Consider when would be appropriate to use the different styles. Identify your own leadership style and consider the strengths and limitations of your approach to leadership in your area of responsibility.  
F) Motivation assignment
Consider theories of motivation. Write a short piece identifying the motivations of members of your team and yourself and how you can use this knowledge to engage staff in progressing the purpose, objectives and plans for the team.
Present your statement, work products and assignments to your assessor. Ensure you have numbered and linked your work products to specific parts of your statement.
We’ve provided a PDF form for the performance statement which you can use. You get get it by tapping the following link and fill them in on your tablet as we showed you earlier:
Performance evidence statement
Alternatively, you can download the form to your PC using this address: 
http://workforcesolutions.sssc.uk.com/AppResources/maProPerfState02.pdf and and fill in the form on your computer using Acrobat Reader.
]
For further reading
http://www.legislation.gov.uk/asp/2001/8/contents
http://www.scswis.com/index.php?
option=com_content&view=article&id=8014&Itemid=736
SSSC Codes of practice for social service workers and 
managers
D) Regulation of Care (Scotland) Act 2001 
Consider how the Regulation of Care (Scotland) Act 2001 
influences how you provide leadership to your team. Refer to 
how the National Care Standards, that are applicable to your 
service, inform and impact your approach to leading your team. 
Demonstrate how the SSSC Codes of Practice provides the 
framework for your work practice when leading a staff team in 
your work setting. What guidance is provided in the National 
Care Standards relevant to your service in terms of leadership 
and management? Refer to specific parts of the standards.
E) Leadership and management assignment
Write a short piece identifying different leadership styles and 
explaining the strengths and limitations of these. Consider when 
would be appropriate to use the different styles. Identify your own 
leadership style and consider the strengths and limitations of 
your approach to leadership in your area of responsibility.  

[image: For further reading
http://www.legislation.gov.uk/asp/2001/8/contents
http://www.scswis.com/index.php?option=com_content&view=article&id=8014&Itemid=736
SSSC Codes of practice for social service workers and managers
D) Regulation of Care (Scotland) Act 2001 
Consider how the Regulation of Care (Scotland) Act 2001 influences how you provide leadership to your team. Refer to how the National Care Standards, that are applicable to your service, inform and impact your approach to leading your team. Demonstrate how the SSSC Codes of Practice provides the framework for your work practice when leading a staff team in your work setting. What guidance is provided in the National Care Standards relevant to your service in terms of leadership and management? Refer to specific parts of the standards.
E) Leadership and management assignment
Write a short piece identifying different leadership styles and explaining the strengths and limitations of these. Consider when would be appropriate to use the different styles. Identify your own leadership style and consider the strengths and limitations of your approach to leadership in your area of responsibility.  
F) Motivation assignment
Consider theories of motivation. Write a short piece identifying the motivations of members of your team and yourself and how you can use this knowledge to engage staff in progressing the purpose, objectives and plans for the team.
Present your statement, work products and assignments to your assessor. Ensure you have numbered and linked your work products to specific parts of your statement.
We’ve provided a PDF form for the performance statement which you can use. You get get it by tapping the following link and fill them in on your tablet as we showed you earlier:
Performance evidence statement
Alternatively, you can download the form to your PC using this address: 
http://workforcesolutions.sssc.uk.com/AppResources/maProPerfState02.pdf and and fill in the form on your computer using Acrobat Reader.
]
F) Motivation assignment
Consider theories of motivation. Write a short piece identifying 
the motivations of members of your team and yourself and how 
you can use this knowledge to engage staff in progressing the 
purpose, objectives and plans for the team.
Present your statement, work products and assignments to your 
assessor. Ensure you have numbered and linked your work 
products to specific parts of your statement.
We’ve provided a PDF form for the performance statement which 
you can use. You get get it by tapping the following link and fill 
them in on your tablet as we showed you earlier:
Performance evidence statement
Alternatively, you can download the form to your PC using this 
address: 
http://workforcesolutions.sssc.uk.com/AppResources/
maProPerfState02.pdf and and fill in the form on your computer 
using Acrobat Reader.
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[image: his unit is about demonstrating how you have controlled, monitored and recorded transactions for an agreed budget in your work setting. Tap this link to read the full NOS unit, FE1D 04.
The skills you need to apply are:
analysis (A)
prioritising (P)
monitoring (M)
problem-solving (Ps)
negotiation (N)
planning (Pl).
By reading the following case study you will be able to consider whether you are ready to complete the work required for this unit.  
Work through the task set in the case study by answering the questions and making notes in the boxes provided. You will see each question has been linked to the skills listed above using the key in brackets after each one.
Once you have completed this task, consider the guidance that follows to help you focus on what is required to achieve this unit.
 For further reading
http://www.radcliffehealth.com/sites/radcliffehealth.com/files/books/samplechapter/1009/05Chap05-60b74a00rdz.pdf]
his unit is about demonstrating how you have controlled, monitored and recorded 
transactions for an agreed budget in your work setting. Tap this link to read the full 
NOS unit, FE1D 04.
The skills you need to apply are:
๏analysis (A)
๏prioritising (P)
๏monitoring (M)
๏problem-solving (Ps)
๏negotiation (N)
๏planning (Pl).
By reading the following case study you will be able to consider whether you are ready to 
complete the work required for this unit.  
Work through the task set in the case study by answering the questions and making notes in 
the boxes provided. You will see each question has been linked to the skills listed above 
using the key in brackets after each one.
Once you have completed this task, consider the guidance that follows to help you focus on 
what is required to achieve this unit.
 For further reading
http://www.radcliffehealth.com/sites/radcliffehealth.com/files/books/samplechapter/
1009/05Chap05-60b74a00rdz.pdf
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[image: Case study activity
]
Case study activity

[image: You have received the email (pictured on the right) from your line manager.
You determine that the following staff require registrable qualifications.
Alan Sealy		SVQ Level2
Gideon Cohen 	SVQ Level2
Emma Hayden	SVQ Level2 
Gemma Barrier	SVQ Level2
Steven Minter	SVQ Level3
Roisin Callaghan	SVQ Level3
Shazad McIntosh SVQ Level4
You gain the following information from the following three local training providers:
Happy Valley SVQs – “We are cheap and cheerful”
SVQ 2 - £500
SVQ 3 - £800
SVQ 4 - £1000
We aim to get people through in 12 weeks and will visit your staff three times in that period.
Ecosse College – “For the professional academic touch”
SVQ 2 - £1000
SVQ 3 - £1500
SVQ 4 - £2000

CTD. on next page]
You have received the email (pictured on the right) from your line 
manager.
You determine that the following staff require registrable 
qualifications.
•Alan Sealy		SVQ Level2
•Gideon Cohen 	SVQ Level2
•Emma Hayden	SVQ Level2 
•Gemma Barrier	SVQ Level2
•Steven Minter	SVQ Level3
•Roisin Callaghan	SVQ Level3
•Shazad McIntosh SVQ Level4
You gain the following information from the following three local 
training providers:
Happy Valley SVQs – “We are cheap and cheerful”
SVQ 2 - £500
SVQ 3 - £800
SVQ 4 - £1000
We aim to get people through in 12 weeks and will visit your staff 
three times in that period.
Ecosse College – “For the professional academic touch”
SVQ 2 - £1000
SVQ 3 - £1500
SVQ 4 - £2000
 
CTD. on next page
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[image: Fortnightly tutorials in the college for eight weeks and four workplace visits by a qualified experienced assessor. Candidates have 12 months to complete their SVQ. Access to all resources available in the college library and our online resource materials.

VQs For You – “We’ve got the VQ to suit everyone”
SVQ 2 - £1200
SVQ 3 - £1400
SVQ 4 - £1600
Six tutorials and six workplace visits with a dedicated assessor. Ongoing phone and email contact between assessor and candidate for planning and support with the option of an e-portfolio for efficient structuring and presentation of the candidates work. Candidates usually get through their SVQ in 8-12 months with us. Monthly reports emailed to your employer with candidate progress updates.
Work through the questions on the Case Study Response Form which you can  get by tapping this link. ]
Fortnightly tutorials in the college for eight weeks and four 
workplace visits by a qualified experienced assessor. Candidates 
have 12 months to complete their SVQ. Access to all resources 
available in the college library and our online resource materials.
 
VQs For You – “We’ve got the VQ to suit everyone”
SVQ 2 - £1200
SVQ 3 - £1400
SVQ 4 - £1600
Six tutorials and six workplace visits with a dedicated assessor. 
Ongoing phone and email contact between assessor and 
candidate for planning and support with the option of an e-
portfolio for efficient structuring and presentation of the 
candidates work. Candidates usually get through their SVQ in 
8-12 months with us. Monthly reports emailed to your employer 
with candidate progress updates.
Work through the questions on the Case Study Response Form 
which you can  get by tapping this link. 

[image: Activity to meet performance evidence requirements of the unit
Think of a budget you are responsible for managing and write a brief statement about it. Include the following areas in your statement:
]
Activity to meet performance evidence requirements of the 
unit
Think of a budget you are responsible for managing and write a 
brief statement about it. Include the following areas in your 
statement:

[image: 
]

	Area to cover in statement
	Documentary evidence to 
support claim

	Give an example of expenditure within 
this budget that you could authorise
	
	How did you control the budget?
	
	How did you ensure that you met 
deadlines for expenditure within the 
budget?
	
	How did you monitor the budget, 
minimising costs and ensuring value 
for money?
	
	Were there any overspends and, if so, 
how did you manage these?
	
	How did you record and document 
transactions? How did these records 
meet your organisation’s and legal 
requirements?
	
	How did you make sure your budget 
calculations were accurate?
	
	What documents or reports did you 
produce to help you prepare for future 
budgets?
	

[image: For each area make a note of any documents that you have produced, emails you have sent, reports you have written, graphs and charts you have compiled, that support your statement about how you managed the budgets you are responsible for. These will be the product evidence to include in your portfolio along with your statement.
]
For each area make a note of any documents that you have 
produced, emails you have sent, reports you have written, 
graphs and charts you have compiled, that support your 
statement about how you managed the budgets you are 
responsible for. These will be the product evidence to include in 
your portfolio along with your statement.
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[image: Meeting the knowledge requirements of the unit
In your statement that you have written you need to also include an explanation of the following areas to demonstrate how knowledge informs your work practice.
Why is it important to effectively manage the finances entrusted to you in your work role?
What legal, regulatory and organisational requirements are there for you to effectively manage a budget in your work setting?
What level of authority do you have for managing a budget and authorising expenditure?
How have you monitored, controlled and recorded income and expenditure in your work role?
How have you minimised costs and made sure you got the best value for money?
What should you do it there is an overspend?
Why is it important to report on performance against budget when required?
How did you check the accuracy of budget calculations?
In what ways is it beneficial to record information to help you prepare for future budgets?
Present your statement and work products to your assessor.  Ensure you have numbered and linked your work products to specific parts of your statement.
We’ve provided a PDF form for the performance statement which you can use. You can get it by tapping the following link and fill them in on your tablet as we showed you earlier:
Performance evidence statement
Alternatively, you can download the form to your PC using this address: 
http://workforcesolutions.sssc.uk.com/AppResources/maProPerfState03.pdf and fill in the form on your computer using Acrobat Reader.
]
Meeting the knowledge requirements of the unit
In your statement that you have written you need to also include 
an explanation of the following areas to demonstrate how 
knowledge informs your work practice.
	Why is it important to effectively manage the finances 

entrusted to you in your work role?
	What legal, regulatory and organisational requirements are 

there for you to effectively manage a budget in your work 
setting?
	What level of authority do you have for managing a budget 

and authorising expenditure?
	How have you monitored, controlled and recorded income 

and expenditure in your work role?
	How have you minimised costs and made sure you got the 

best value for money?
	What should you do it there is an overspend?

	Why is it important to report on performance against budget 

when required?
	How did you check the accuracy of budget calculations?

	In what ways is it beneficial to record information to help 

you prepare for future budgets?

[image: Meeting the knowledge requirements of the unit
In your statement that you have written you need to also include an explanation of the following areas to demonstrate how knowledge informs your work practice.
Why is it important to effectively manage the finances entrusted to you in your work role?
What legal, regulatory and organisational requirements are there for you to effectively manage a budget in your work setting?
What level of authority do you have for managing a budget and authorising expenditure?
How have you monitored, controlled and recorded income and expenditure in your work role?
How have you minimised costs and made sure you got the best value for money?
What should you do it there is an overspend?
Why is it important to report on performance against budget when required?
How did you check the accuracy of budget calculations?
In what ways is it beneficial to record information to help you prepare for future budgets?
Present your statement and work products to your assessor.  Ensure you have numbered and linked your work products to specific parts of your statement.
We’ve provided a PDF form for the performance statement which you can use. You can get it by tapping the following link and fill them in on your tablet as we showed you earlier:
Performance evidence statement
Alternatively, you can download the form to your PC using this address: 
http://workforcesolutions.sssc.uk.com/AppResources/maProPerfState03.pdf and fill in the form on your computer using Acrobat Reader.
]
	Present your statement and work products to your assessor.  

Ensure you have numbered and linked your work products 
to specific parts of your statement.
We’ve provided a PDF form for the performance statement which 
you can use. You can get it by tapping the following link and fill 
them in on your tablet as we showed you earlier:
Performance evidence statement
Alternatively, you can download the form to your PC using this 
address: 
http://workforcesolutions.sssc.uk.com/AppResources/
maProPerfState03.pdf and fill in the form on your computer using 
Acrobat Reader.
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[image: his unit is about “ensuring that the work required in your area of responsibility is effectively planned and fairly allocated to individuals and/or teams.” (source: NOS unit FD3K 04. Tap this links to read the unit).
This unit is intended for people who are first line or middle managers. 
The generic skills that need to be applied when allocating and monitoring the progress and quality of work in your area of responsibility are as follows:
communicating
consulting
decision-making
delegating 
information management
leadership
managing conflict
monitoring 
motivating
planning
problem-solving
providing feedback
prioritising
reviewing
setting objectives
stress management
valuing and supporting others.
These skills are explicit and implicit in the content of this unit.
This unit is taken from the management and leadership suite of units. It identifies performance criteria, things you have specifically done, that need to be evidenced through work products you have produced as part of your work practice. Work products for this unit might be minutes of meetings with your manager regarding work required from your team, detailed work plans or schedules. All performance criteria for this unit must be covered.
]
his unit is about “ensuring that the work required in your area of responsibility is 
effectively planned and fairly allocated to individuals and/or teams.” (source: NOS 
unit FD3K 04. Tap this links to read the unit).
This unit is intended for people who are first line or middle managers. 
The generic skills that need to be applied when allocating and monitoring the progress and 
quality of work in your area of responsibility are as follows:
๏communicating
๏consulting
๏decision-making
๏delegating 
๏information management
๏leadership
๏managing conflict
๏monitoring 
๏motivating
๏planning
๏problem-solving
๏providing feedback
๏prioritising
๏reviewing
๏setting objectives

[image: image-148.png]
[image: Background]
[image: Allocate and monitor the progress and quality of work]
Allocate and monitor the 
progress and quality of work
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[image: his unit is about “ensuring that the work required in your area of responsibility is effectively planned and fairly allocated to individuals and/or teams.” (source: NOS unit FD3K 04. Tap this links to read the unit).
This unit is intended for people who are first line or middle managers. 
The generic skills that need to be applied when allocating and monitoring the progress and quality of work in your area of responsibility are as follows:
communicating
consulting
decision-making
delegating 
information management
leadership
managing conflict
monitoring 
motivating
planning
problem-solving
providing feedback
prioritising
reviewing
setting objectives
stress management
valuing and supporting others.
These skills are explicit and implicit in the content of this unit.
This unit is taken from the management and leadership suite of units. It identifies performance criteria, things you have specifically done, that need to be evidenced through work products you have produced as part of your work practice. Work products for this unit might be minutes of meetings with your manager regarding work required from your team, detailed work plans or schedules. All performance criteria for this unit must be covered.
]
๏stress management
๏valuing and supporting others.
These skills are explicit and implicit in the 
content of this unit.
This unit is taken from the management and 
leadership suite of units. It identifies 
performance criteria, things you have 
specifically done, that need to be evidenced 
through work products you have produced 
as part of your work practice. Work 
products for this unit might be minutes of 
meetings with your manager regarding work 
required from your team, detailed work 
plans or schedules. All performance criteria 
for this unit must be covered.
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[image: The unit also identifies behaviours. It is expected that you are likely to demonstrate the behaviours listed for this unit through the process of evidencing the performance criteria. 
“…while behaviours are desirable and likely to be demonstrated through performance, they do not need to be assessed. Therefore, behaviours should be used as guidance on how the performance criteria should be achieved, but not assessment in themselves”. (Source: http://www.sqa.org.uk/sqa/14510.html “Behaviours”)
The unit details three types of knowledge that need to be demonstrated through the evidence you produce. You need to show that you not only know, but understand, how this knowledge applies to the theme of the unit in relation to your job role, responsibilities and the sector you are working in. All knowledge points must be evidenced.  
General knowledge and understanding.
Industry/sector specific knowledge and understanding.
Context specific knowledge and understanding.

 For further reading
Management Standards for Tackling Work Related Stress
Conflict Management
SMART Objectives
When considering a work plan for yourself and your team the following diagram can help to identify where you should be delegating and to what extent.











By working through the following case study you will be able to consider whether you are ready to complete the work required for this unit. 
Once you have completed the case study task, consider the guidance that follows to help you focus on what is required to achieve this unit.

]
The unit also identifies behaviours. It is expected that you are 
likely to demonstrate the behaviours listed for this unit through 
the process of evidencing the performance criteria. 
“…while behaviours are desirable and likely to be demonstrated 
through performance, they do not need to be assessed. 
Therefore, behaviours should be used as guidance on how the 
performance criteria should be achieved, but not assessment in 
themselves”. (Source: http://www.sqa.org.uk/sqa/14510.html 
“Behaviours”)
The unit details three types of knowledge that need to be 
demonstrated through the evidence you produce. You need to 
show that you not only know, but understand, how this 
knowledge applies to the theme of the unit in relation to your job 
role, responsibilities and the sector you are working in. All 
knowledge points must be evidenced.  
	General knowledge and understanding.

	Industry/sector specific knowledge and understanding.

	Context specific knowledge and understanding.

 
 For further reading
Management Standards for Tackling Work Related Stress
Conflict Management
SMART Objectives

[image: The unit also identifies behaviours. It is expected that you are likely to demonstrate the behaviours listed for this unit through the process of evidencing the performance criteria. 
“…while behaviours are desirable and likely to be demonstrated through performance, they do not need to be assessed. Therefore, behaviours should be used as guidance on how the performance criteria should be achieved, but not assessment in themselves”. (Source: http://www.sqa.org.uk/sqa/14510.html “Behaviours”)
The unit details three types of knowledge that need to be demonstrated through the evidence you produce. You need to show that you not only know, but understand, how this knowledge applies to the theme of the unit in relation to your job role, responsibilities and the sector you are working in. All knowledge points must be evidenced.  
General knowledge and understanding.
Industry/sector specific knowledge and understanding.
Context specific knowledge and understanding.

 For further reading
Management Standards for Tackling Work Related Stress
Conflict Management
SMART Objectives
When considering a work plan for yourself and your team the following diagram can help to identify where you should be delegating and to what extent.











By working through the following case study you will be able to consider whether you are ready to complete the work required for this unit. 
Once you have completed the case study task, consider the guidance that follows to help you focus on what is required to achieve this unit.

]
When considering a work plan for yourself and your team the 
following diagram can help to identify where you should be 
delegating and to what extent.
 
 
 
 
 
 
 
 
 
 
 
By working through the following case study you will be able to 
consider whether you are ready to complete the work required for 
this unit. 
Once you have completed the case study task, consider the 
guidance that follows to help you focus on what is required to 
achieve this unit.
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[image: Source: http://blog.readytomanage.com/effective-delegation-in-5-steps/]
Source: http://blog.readytomanage.com/effective-delegation-in-5-steps/


[image: image-162.png]
[image: Activity to meet performance evidence requirements of the unit
Think about how you manage the workload in your area of responsibility. Are there some staff who are more productive than others? Do you tend to give these individuals more work to do because you know it will get done?
A) Write a statement identifying how you allocate work in your area of responsibility. Carry out an audit over a month to identify how work is carried out, by whom and why. Analyse your findings to identify if there are any inequalities in how work is allocated. Use your findings to inform future work plans and staff development needs.]
Activity to meet performance evidence requirements of the 
unit
Think about how you manage the workload in your area of 
responsibility. Are there some staff who are more productive than 
others? Do you tend to give these individuals more work to do 
because you know it will get done?
A) Write a statement identifying how you allocate work in your 
area of responsibility. Carry out an audit over a month to identify 
how work is carried out, by whom and why. Analyse your findings 
to identify if there are any inequalities in how work is allocated. 
Use your findings to inform future work plans and staff 
development needs.
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[image: Case study activity
]
Case study activity

[image: During a supervision meeting one of your staff members complains that they are always doing more work than others. You decide to carry out an audit of the way work is delegated across the team and how work tasks are completed. You analyse your results and your findings are as follows:
Jack Ginsome spends 90% of the working hours in the admin office working on his SVQ. When he is asked to do a task involving one-to-one work with an individual using the service he delegates this to another member of the team, explaining that he has a migraine and it is better for him to be in the office away from any noise.
Anne Fletcher regularly does an extra 25 hours of overtime each week, covering shifts for people who are off sick. When on duty she never takes a break as she is always responding to the needs of individuals using the service.
Duncan Jing completes all practical tasks given to him but shies away from contact with people who use the service – instead when asked to spend time with them he takes a tea break for 20 minutes at a time.  This amounts to, on average, a total of one hour per shift spent on tea breaks excluding lunch break.
Brenda Evans works consistently through each shift with an equal balance of time spent with those using the service and completing necessary paperwork.
Andy Parks spends 90% of his time with the people using the services engaging in conversations and activities but when asked to complete practical tasks he gets distracted and they never get done.
From your findings detail what development plans you will put in place for each team member.


Work through the questions on the Case Study Response Form which you can  get by tapping this link. 
]
During a supervision meeting one of your staff members 
complains that they are always doing more work than others. You 
decide to carry out an audit of the way work is delegated across 
the team and how work tasks are completed. You analyse your 
results and your findings are as follows:
Jack Ginsome spends 90% of the working hours in the admin 
office working on his SVQ. When he is asked to do a task 
involving one-to-one work with an individual using the service he 
delegates this to another member of the team, explaining that he 
has a migraine and it is better for him to be in the office away 
from any noise.
Anne Fletcher regularly does an extra 25 hours of overtime each 
week, covering shifts for people who are off sick. When on duty 
she never takes a break as she is always responding to the 
needs of individuals using the service.
Duncan Jing completes all practical tasks given to him but shies 
away from contact with people who use the service – instead 
when asked to spend time with them he takes a tea break for 20 
minutes at a time.  This amounts to, on average, a total of one 
hour per shift spent on tea breaks excluding lunch break.
Brenda Evans works consistently through each shift with an 
equal balance of time spent with those using the service and 
completing necessary paperwork.
Andy Parks spends 90% of his time with the people using the 
services engaging in conversations and activities but when asked 
to complete practical tasks he gets distracted and they never get 
done.

[image: From your findings detail what development plans you will put in place for each team member.

Work through the questions on the Case Study Response Form which you can  get by tapping this link. 
]
From your findings detail what development plans you will put in 
place for each team member.
 
Work through the questions on the Case Study Response Form 
which you can  get by tapping this link. 
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	Area to cover in statement
	Documentary evidence to 
support claim

	Confirm the work required in your area 
of responsibility with your manager and 
seek clarification, where necessary, on 
any outstanding points and issues
	
	Plan how the work will be undertaken, 
seeking views from people in your area 
of responsibility, identifying any 
priorities or critical activities and 
making best use of the available 
resources.
	
	Ensure that work is allocated to 
individuals and/ or teams on a fair 
basis taking account of skills, 
knowledge and understanding, 
experience and workloads and the 
opportunity for development.
	
	Ensure that individuals and/or teams 
are briefed on allocated work, showing 
how it fits with the vision and objectives 
for the area and the overall 
organisation, and the standard or level 
of expected performance.
	
	Recognise and seek to find out about 
differences in expectations and working 
methods of any team members from a 
different country or culture and promote 
ways of working that take account of 
their expectations and maximise 
productivity.
	

[image: 
]

	Encourage individuals and/or team 
members to ask questions, make 
suggestions and seek clarification in 
relation to allocated work.
	
	Monitor the progress and quality of the 
work of individuals and/or teams on a 
regular and fair basis against the 
standard or level of expected 
performance and provide prompt and 
constructive feedback.
	
	Support individuals and/or teams in 
identifying and dealing with problems 
and unforeseen events
	
	Motivate individual and/or teams to 
complete the work they have been 
allocated and provide, where 
requested and where possible, any 
additional support and/or resources to 
help completion.
	
	Monitor your area for conflict, 
identifying the cause(s) when it occurs 
and dealing with it promptly and 
effectively.
	
	Identify unacceptable or poor 
performance, discuss the cause(s) and 
agree ways of improving performance 
with individuals and/or teams.
	
	Recognise successful completion of 
significant pieces of work or work 
activities by individuals and/or teams.
	


[image: image-175.png]
[image: B) For each area make a note of any documents that you have produced, or tangible pieces of information that demonstrate how you have allocated and monitored the progress and quality of work in your area of responsibility. These will be the product evidence to include in your portfolio along with your statement.
Meeting the knowledge requirements of the unit
C) With the product evidence you are using; provide an explanation for each to outline any of the following points that are relevant:
why they are important to the process of allocating and monitoring progress and quality of work in your area of responsibility
how and why you created them
who you involved in creating them and why
legislation that influences what you do and why you do it.
]
B) For each area make a note of any documents that you have 
produced, or tangible pieces of information that demonstrate how 
you have allocated and monitored the progress and quality of 
work in your area of responsibility. These will be the product 
evidence to include in your portfolio along with your statement.
Meeting the knowledge requirements of the unit
C) With the product evidence you are using; provide an 
explanation for each to outline any of the following points that are 
relevant:
๏why they are important to the process of allocating and 
monitoring progress and quality of work in your area of 
responsibility
๏how and why you created them
๏who you involved in creating them and why
๏legislation that influences what you do and why you do it.

[image:  For further reading 
The Equality Act 2010
Management Standards for Tackling Work Related Stress
D) Equitable division of labour assignment
Consider how the above piece of legislation and HSE guidance influences how you allocate and monitor the progress and quality of work in your area of responsibility. Write a short piece explaining the role they play for you as a manager in the way you manage the workload of your team. What actions do you need to consider when staff members are not taking on a fair share of the workload ? How can you ensure any concerns regarding staff productivity is monitored in a transparent and fair way?
Present your statement, work products and assignment to your assessor. Ensure you have numbered and linked your work products to specific parts of your statement.
We’ve provided a PDF form for the performance statement which you can use. You get get it by tapping the following link and fill them in on your tablet as we showed you earlier:
Performance evidence statement
Alternatively, you can download the form to your PC using this address: 
http://workforcesolutions.sssc.uk.com/AppResources/maProPerfState04.pdf and fill in the form on your computer using Acrobat Reader.]
 For further reading 
The Equality Act 2010
Management Standards for Tackling Work Related Stress
D) Equitable division of labour assignment
Consider how the above piece of legislation and HSE guidance 
influences how you allocate and monitor the progress and quality 
of work in your area of responsibility. Write a short piece 
explaining the role they play for you as a manager in the way you 
manage the workload of your team. What actions do you need to 
consider when staff members are not taking on a fair share of the 
workload ? How can you ensure any concerns regarding staff 
productivity is monitored in a transparent and fair way?
Present your statement, work products and assignment to your 
assessor. Ensure you have numbered and linked your work 
products to specific parts of your statement.
We’ve provided a PDF form for the performance statement which 
you can use. You get get it by tapping the following link and fill 
them in on your tablet as we showed you earlier:
Performance evidence statement
Alternatively, you can download the form to your PC using this 
address: 
http://workforcesolutions.sssc.uk.com/AppResources/
maProPerfState04.pdf and fill in the form on your computer using 
Acrobat Reader.
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	Area to cover in statement
	Documentary evidence to 
support claim

	Use information collected on the 
performance of individuals and/or 
teams in any formal appraisals of 
performance.
	
	Review and update plans of work for 
your area, clearly communicating any 
changes to those affected.
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Communicate 
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Chapter 6


[image: he focus of this unit is on “communicating information and knowledge to a wide range of people” in your area of responsibility. (Source: NOS unit H8GX 04. Tap this link to read the unit).
This unit is intended for managers at all levels.
The generic skills that need to be applied when communicating information and knowledge are as follows:
analysing
assessing
communicating
decision-making
evaluating
involving others
obtaining feedback
planning
presenting information
providing feedback
reviewing.
These skills are explicit and implicit in the content of this unit.
This unit is taken from the management and leadership suite of units. It identifies performance criteria, things you have specifically done, that need to be evidenced through work products you have produced as part of your real work practice. Work products for this unit might be notes of meetings or conversations, emails, memos and letters to identify others’ need for information and knowledge and preferences for how it is communicated.
All performance criteria for this unit must be covered.
The unit also identifies behaviours. It is expected that you are likely to demonstrate the behaviours listed for this unit through the process of evidencing the performance criteria. 
“…while behaviours are desirable and likely to be demonstrated through performance, they do not need to be assessed. Therefore, behaviours should be used as guidance on how the performance criteria should be achieved, but not assessment in themselves” (Source: http://www.sqa.org.uk/sqa/14510.html “Behaviours”).
The unit details three types of knowledge that need to be demonstrated through the evidence you produce. You need to show that you not only know, but understand, how this knowledge applies to the theme of the unit in relation to your job role, responsibilities and the sector you are working in. All knowledge points must be evidenced.  
General knowledge and understanding.
Industry/sector specific knowledge and understanding.
Context specific knowledge and understanding.
 For further reading
Information Commissioner’s Office
Data Protection Act 1998
Data Protection Act 1998 Quiz
]
he focus of this unit is on “communicating information and knowledge to a wide 
range of people” in your area of responsibility. (Source: NOS unit H8GX 04. Tap this 
link to read the unit).
This unit is intended for managers at all levels.
The generic skills that need to be applied when communicating information and knowledge 
are as follows:
๏analysing
๏assessing
๏communicating
๏decision-making
๏evaluating
๏involving others
๏obtaining feedback
๏planning
๏presenting information
๏providing feedback
๏reviewing.
These skills are explicit and implicit in the content of this unit.
This unit is taken from the management and leadership suite of units. It identifies 
performance criteria, things you have specifically done, that need to be evidenced through 
work products you have produced as part of your real work practice. Work products for this 
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Communicate information and 
knowledge
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[image: he focus of this unit is on “communicating information and knowledge to a wide range of people” in your area of responsibility. (Source: NOS unit H8GX 04. Tap this link to read the unit).
This unit is intended for managers at all levels.
The generic skills that need to be applied when communicating information and knowledge are as follows:
analysing
assessing
communicating
decision-making
evaluating
involving others
obtaining feedback
planning
presenting information
providing feedback
reviewing.
These skills are explicit and implicit in the content of this unit.
This unit is taken from the management and leadership suite of units. It identifies performance criteria, things you have specifically done, that need to be evidenced through work products you have produced as part of your real work practice. Work products for this unit might be notes of meetings or conversations, emails, memos and letters to identify others’ need for information and knowledge and preferences for how it is communicated.
All performance criteria for this unit must be covered.
The unit also identifies behaviours. It is expected that you are likely to demonstrate the behaviours listed for this unit through the process of evidencing the performance criteria. 
“…while behaviours are desirable and likely to be demonstrated through performance, they do not need to be assessed. Therefore, behaviours should be used as guidance on how the performance criteria should be achieved, but not assessment in themselves” (Source: http://www.sqa.org.uk/sqa/14510.html “Behaviours”).
The unit details three types of knowledge that need to be demonstrated through the evidence you produce. You need to show that you not only know, but understand, how this knowledge applies to the theme of the unit in relation to your job role, responsibilities and the sector you are working in. All knowledge points must be evidenced.  
General knowledge and understanding.
Industry/sector specific knowledge and understanding.
Context specific knowledge and understanding.
 For further reading
Information Commissioner’s Office
Data Protection Act 1998
Data Protection Act 1998 Quiz
]
unit might be notes of meetings or conversations, emails, 
memos and letters to identify others’ need for information and 
knowledge and preferences for how it is communicated.
All performance criteria for this unit must be covered.
The unit also identifies behaviours. It is expected that you are 
likely to demonstrate the behaviours listed for this unit through 
the process of evidencing the performance criteria. 
“…while behaviours are desirable and likely to be demonstrated 
through performance, they do not need to be assessed. 
Therefore, behaviours should be used as guidance on how the 
performance criteria should be achieved, but not assessment in 
themselves” (Source: http://www.sqa.org.uk/sqa/14510.html 
“Behaviours”).
The unit details three types of knowledge that need to be 
demonstrated through the evidence you produce. You need to 
show that you not only know, but understand, how this 
knowledge applies to the theme of the unit in relation to your job 
role, responsibilities and the sector you are working in. All 
knowledge points must be evidenced.  
	General knowledge and understanding.

	Industry/sector specific knowledge and understanding.

	Context specific knowledge and understanding.

 For further reading
Information Commissioner’s Office
Data Protection Act 1998
Data Protection Act 1998 Quiz

[image: By working through the following case study you will be able to consider whether you are ready to complete the work required for this unit.
Once you have completed the case study task, consider the guidance that follows to help you focus on what is required to achieve this unit.
]
By working through the following case study you will be able to 
consider whether you are ready to complete the work required for 
this unit.
Once you have completed the case study task, consider the 
guidance that follows to help you focus on what is required to 
achieve this unit.
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Case study activity

[image: You are the team leader in a service, which provides support for people who have mental health support needs. Mrs Jones suffers with anxiety, paranoia and depression. She lives with her 20-year-old son, who is her main carer. Her ex-husband was violent towards her and she moved from where they used to live so he would not be able to harass her after their divorce. You attend a meeting with Mrs Jones with a view to offering her support in her home. Also present at the meeting is Mrs Jones’ son. 
Work through the questions on the Case Study Response Form which you can  get by tapping this link. 
]
You are the team leader in a service, which provides support for 
people who have mental health support needs. Mrs Jones suffers 
with anxiety, paranoia and depression. She lives with her 20-year-
old son, who is her main carer. Her ex-husband was violent 
towards her and she moved from where they used to live so he 
would not be able to harass her after their divorce. You attend a 
meeting with Mrs Jones with a view to offering her support in her 
home. Also present at the meeting is Mrs Jones’ son. 
Work through the questions on the Case Study Response Form 
which you can  get by tapping this link. 
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[image: Activity to meet performance evidence requirements of the unit
Consider the areas in your work where you are involved in communicating information and knowledge to others.
A) Write a short statement about times in your work where you have communicated information and knowledge to others. ]
Activity to meet performance evidence requirements of the 
unit
Consider the areas in your work where you are involved in 
communicating information and knowledge to others.
A) Write a short statement about times in your work where you 
have communicated information and knowledge to others. 
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[image: Describe in your statement how you ensure security and confidentiality of information. Describe how you ensure communication is effective. Include the following areas in your statement:]
Describe in your statement how you ensure security and 
confidentiality of information. Describe how you ensure 
communication is effective. Include the following areas in your 
statement:

[image: B) For each area make a note of any documents that you have produced notes of meetings or conversations, emails, memos and letters to identify others’ need for information and knowledge and preferences for how it is communicated. These will be the product evidence to include in your portfolio along with your statement.
Meeting the knowledge requirements of the unit
C) With the product evidence you are using; provide an explanation for each to outline any of the following points that are relevant:]
B) For each area make a note of any documents that you have 
produced notes of meetings or conversations, emails, memos 
and letters to identify others’ need for information and knowledge 
and preferences for how it is communicated. These will be the 
product evidence to include in your portfolio along with your 
statement.
Meeting the knowledge requirements of the unit
C) With the product evidence you are using; provide an 
explanation for each to outline any of the following points that are 
relevant:
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	Area to cover in statement
	Documentary evidence to 
support claim

	Identify the information and knowledge 
people need and why they need it.
	
	Communicate information and 
knowledge only to those who have a 
right to it, in line with policies and legal 
requirements.
	
	Identify how people prefer to receive 
information and knowledge and what 
media, languages, styles, timing and 
pace are most appropriate for 
communicating with them.
	
	Check that the information and 
knowledge you are communicating is 
current, accurate and complete.
	
	Take action to minimise any 
interference or disruption to your 
communication.
	
	Communicate in ways that help people 
to understand the information and 
knowledge you are communicating and 
its relevance to them.
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]

	Use a variety of techniques to gain and 
maintain people’s attention and interest 
and to help them retain information and 
knowledge.
	
	Adjust and fine-tune your 
communication in response to both 
verbal and non-verbal feedback.
	
	State the level of confidence that can 
be placed on the information and 
knowledge you are communicating; ie 
whether it is based on rigorously 
researched evidence, widely accepted 
facts or personal opinion.
	
	Where you have to use jargon, 
technical terms or abbreviations, 
explain these carefully.
	
	Confirm that people have received and 
understood the information and 
knowledge you have communicated.
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[image: why they are important  
how and why you created them
who you involved in creating them and why
legislation that influences what you do and why you do it
 For further reading
Data Protection Act 1998
Human Rights Act 1998
D) Data Protection Act 1998 assignment
Describe how you comply with the Data Protection Act 1998’s eight enforceable principles in the service you manage. How do you ensure the requirements of the Data Protection Act are complied with by your staff team on a day-to-day basis. Focus specifically on recording, reporting, storing information, securing information and gaining access to information and allowing others to access information. In what circumstances can information be withheld from individuals when the information is about them?  What action can be taken if there is a breach of the Data Protection Act 1998?
E) Jargon
List the jargon, abbreviations and technical terms that are often used in your area of work. Explain what these are, why you use them and why it is important to explain these terms to individuals using the service you provide, their carers, staff team members and other professionals you come into contact with. What dangers are there in assuming that others understand these terms?
Present your statement, work products and written piece on legislation to your assessor. Ensure you have numbered and linked your work products to specific parts of your statement
We’ve provided a PDF form for the performance statement which you can use. You get get it by tapping the following link and fill them in on your tablet as we showed you earlier:
Performance evidence statement
Alternatively, you can download the form to your PC using this address: 
http://workforcesolutions.sssc.uk.com/AppResources/maProPerfState05.pdf and fill in the form on your computer using Acrobat Reader.]
•why they are important  
•how and why you created them
•who you involved in creating them and why
•legislation that influences what you do and why you do it
 For further reading
Data Protection Act 1998
Human Rights Act 1998
D) Data Protection Act 1998 assignment
Describe how you comply with the Data Protection Act 1998’s 
eight enforceable principles in the service you manage. How do 
you ensure the requirements of the Data Protection Act are 
complied with by your staff team on a day-to-day basis. Focus 
specifically on recording, reporting, storing information, securing 
information and gaining access to information and allowing 
others to access information. In what circumstances can 
information be withheld from individuals when the information is 
about them?  What action can be taken if there is a breach of the 
Data Protection Act 1998?
E) Jargon
List the jargon, abbreviations and technical terms that are often 
used in your area of work. Explain what these are, why you use 
them and why it is important to explain these terms to individuals 
using the service you provide, their carers, staff team members 
and other professionals you come into contact with. What 

[image: why they are important  
how and why you created them
who you involved in creating them and why
legislation that influences what you do and why you do it
 For further reading
Data Protection Act 1998
Human Rights Act 1998
D) Data Protection Act 1998 assignment
Describe how you comply with the Data Protection Act 1998’s eight enforceable principles in the service you manage. How do you ensure the requirements of the Data Protection Act are complied with by your staff team on a day-to-day basis. Focus specifically on recording, reporting, storing information, securing information and gaining access to information and allowing others to access information. In what circumstances can information be withheld from individuals when the information is about them?  What action can be taken if there is a breach of the Data Protection Act 1998?
E) Jargon
List the jargon, abbreviations and technical terms that are often used in your area of work. Explain what these are, why you use them and why it is important to explain these terms to individuals using the service you provide, their carers, staff team members and other professionals you come into contact with. What dangers are there in assuming that others understand these terms?
Present your statement, work products and written piece on legislation to your assessor. Ensure you have numbered and linked your work products to specific parts of your statement
We’ve provided a PDF form for the performance statement which you can use. You get get it by tapping the following link and fill them in on your tablet as we showed you earlier:
Performance evidence statement
Alternatively, you can download the form to your PC using this address: 
http://workforcesolutions.sssc.uk.com/AppResources/maProPerfState05.pdf and fill in the form on your computer using Acrobat Reader.]
dangers are there in assuming that others understand these 
terms?
Present your statement, work products and written piece on 
legislation to your assessor. Ensure you have numbered and 
linked your work products to specific parts of your statement
We’ve provided a PDF form for the performance statement which 
you can use. You get get it by tapping the following link and fill 
them in on your tablet as we showed you earlier:
Performance evidence statement
Alternatively, you can download the form to your PC using this 
address: 
http://workforcesolutions.sssc.uk.com/AppResources/
maProPerfState05.pdf and fill in the form on your computer using 
Acrobat Reader.
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[image: his unit is about how you manage the overall health and safety process in your area of responsibility. In addition to this there is the expectation that “health and safety considerations are firmly embedded in the planning and decision-making processes and ‘culture’ of your area of responsibility” (Source NOS unit DR52 04. Tap this link to read the unit).
This unit is intended for people who are first line or middle managers.
The generic skills that need to be applied when ensuring health and safety requirements are met in your area of responsibility are as follows:
consulting
information management
decision-making
involving others
questioning
thinking systematically
monitoring
leadership
communicating
reviewing
presenting information
prioritising
reporting
planning.
These skills are explicit and implicit in the content of this unit.
This unit is taken from the management and leadership suite of units. It identifies performance criteria, things you have specifically done, that need to be evidenced through work products you have produced as part of your real work practice. Work products for this unit might be health and safety audits you have carried out, records of staff training you have delivered, minutes of staff meetings where you have communicated health and safety matters to your team. All performance criteria for this unit must be covered.
All performance criteria for this unit must be covered.
The unit also identifies behaviours. It is expected that you are likely to demonstrate the behaviours listed for this unit through the process of evidencing the performance criteria. 
“…while behaviours are desirable and likely to be demonstrated through performance, they do not need to be assessed. Therefore, behaviours should be used as guidance on how the performance criteria should be achieved, but not assessment in themselves” (Source: http://www.sqa.org.uk/sqa/14510.html “Behaviours”).
The unit details three types of knowledge that need to be demonstrated through the evidence you produce. You need to show that you not only know, but understand, how this knowledge applies to the theme of the unit in relation to your job role, responsibilities and the sector you are working in. All knowledge points must be evidenced.  
General knowledge and understanding.
Industry/sector specific knowledge and understanding.
Context specific knowledge and understanding.
By working through the following case study you will be able to consider whether you are ready to complete the work required for this unit.
Once you have completed the case study task, consider the guidance that follows on from this to focus you on what is required to achieve this unit.
 
 For further reading
Health and Safety at Work Act 1974
Statutory Instruments owned and enforced by HSE/local authorities
Risk Assessments and Risk Management
]
his unit is about how you manage the overall health and safety process in your area of 
responsibility. In addition to this there is the expectation that “health and safety 
considerations are firmly embedded in the planning and decision-making processes 
and ‘culture’ of your area of responsibility” (Source NOS unit DR52 04. Tap this link to 
read the unit).
This unit is intended for people who are first line or middle managers.
The generic skills that need to be applied when ensuring health and safety requirements are 
met in your area of responsibility are as follows:
๏consulting
๏information management
๏decision-making
๏involving others
๏questioning
๏thinking systematically
๏monitoring
๏leadership
๏communicating
๏reviewing
๏presenting information
๏prioritising
๏reporting
๏planning.
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[image: his unit is about how you manage the overall health and safety process in your area of responsibility. In addition to this there is the expectation that “health and safety considerations are firmly embedded in the planning and decision-making processes and ‘culture’ of your area of responsibility” (Source NOS unit DR52 04. Tap this link to read the unit).
This unit is intended for people who are first line or middle managers.
The generic skills that need to be applied when ensuring health and safety requirements are met in your area of responsibility are as follows:
consulting
information management
decision-making
involving others
questioning
thinking systematically
monitoring
leadership
communicating
reviewing
presenting information
prioritising
reporting
planning.
These skills are explicit and implicit in the content of this unit.
This unit is taken from the management and leadership suite of units. It identifies performance criteria, things you have specifically done, that need to be evidenced through work products you have produced as part of your real work practice. Work products for this unit might be health and safety audits you have carried out, records of staff training you have delivered, minutes of staff meetings where you have communicated health and safety matters to your team. All performance criteria for this unit must be covered.
All performance criteria for this unit must be covered.
The unit also identifies behaviours. It is expected that you are likely to demonstrate the behaviours listed for this unit through the process of evidencing the performance criteria. 
“…while behaviours are desirable and likely to be demonstrated through performance, they do not need to be assessed. Therefore, behaviours should be used as guidance on how the performance criteria should be achieved, but not assessment in themselves” (Source: http://www.sqa.org.uk/sqa/14510.html “Behaviours”).
The unit details three types of knowledge that need to be demonstrated through the evidence you produce. You need to show that you not only know, but understand, how this knowledge applies to the theme of the unit in relation to your job role, responsibilities and the sector you are working in. All knowledge points must be evidenced.  
General knowledge and understanding.
Industry/sector specific knowledge and understanding.
Context specific knowledge and understanding.
By working through the following case study you will be able to consider whether you are ready to complete the work required for this unit.
Once you have completed the case study task, consider the guidance that follows on from this to focus you on what is required to achieve this unit.
 
 For further reading
Health and Safety at Work Act 1974
Statutory Instruments owned and enforced by HSE/local authorities
Risk Assessments and Risk Management
]
These skills are explicit and implicit in the content of this unit.
This unit is taken from the management and leadership suite of 
units. It identifies performance criteria, things you have 
specifically done, that need to be evidenced through work 
products you have produced as part of your real work practice. 
Work products for this unit might be health and safety audits you 
have carried out, records of staff training you have delivered, 
minutes of staff meetings where you have communicated health 
and safety matters to your team. All performance criteria for this 
unit must be covered.
All performance criteria for this unit must be covered.
The unit also identifies behaviours. It is expected that you are 
likely to demonstrate the behaviours listed for this unit through 
the process of evidencing the performance criteria. 
“…while behaviours are desirable and likely to be demonstrated 
through performance, they do not need to be assessed. 
Therefore, behaviours should be used as guidance on how the 
performance criteria should be achieved, but not assessment in 
themselves” (Source: http://www.sqa.org.uk/sqa/14510.html 
“Behaviours”).
The unit details three types of knowledge that need to be 
demonstrated through the evidence you produce. You need to 
show that you not only know, but understand, how this 
knowledge applies to the theme of the unit in relation to your job 
role, responsibilities and the sector you are working in. All 
knowledge points must be evidenced.  

[image: his unit is about how you manage the overall health and safety process in your area of responsibility. In addition to this there is the expectation that “health and safety considerations are firmly embedded in the planning and decision-making processes and ‘culture’ of your area of responsibility” (Source NOS unit DR52 04. Tap this link to read the unit).
This unit is intended for people who are first line or middle managers.
The generic skills that need to be applied when ensuring health and safety requirements are met in your area of responsibility are as follows:
consulting
information management
decision-making
involving others
questioning
thinking systematically
monitoring
leadership
communicating
reviewing
presenting information
prioritising
reporting
planning.
These skills are explicit and implicit in the content of this unit.
This unit is taken from the management and leadership suite of units. It identifies performance criteria, things you have specifically done, that need to be evidenced through work products you have produced as part of your real work practice. Work products for this unit might be health and safety audits you have carried out, records of staff training you have delivered, minutes of staff meetings where you have communicated health and safety matters to your team. All performance criteria for this unit must be covered.
All performance criteria for this unit must be covered.
The unit also identifies behaviours. It is expected that you are likely to demonstrate the behaviours listed for this unit through the process of evidencing the performance criteria. 
“…while behaviours are desirable and likely to be demonstrated through performance, they do not need to be assessed. Therefore, behaviours should be used as guidance on how the performance criteria should be achieved, but not assessment in themselves” (Source: http://www.sqa.org.uk/sqa/14510.html “Behaviours”).
The unit details three types of knowledge that need to be demonstrated through the evidence you produce. You need to show that you not only know, but understand, how this knowledge applies to the theme of the unit in relation to your job role, responsibilities and the sector you are working in. All knowledge points must be evidenced.  
General knowledge and understanding.
Industry/sector specific knowledge and understanding.
Context specific knowledge and understanding.
By working through the following case study you will be able to consider whether you are ready to complete the work required for this unit.
Once you have completed the case study task, consider the guidance that follows on from this to focus you on what is required to achieve this unit.
 
 For further reading
Health and Safety at Work Act 1974
Statutory Instruments owned and enforced by HSE/local authorities
Risk Assessments and Risk Management
]
	General knowledge and understanding.

	Industry/sector specific knowledge and understanding.

	Context specific knowledge and understanding.

By working through the following case study you will be able to 
consider whether you are ready to complete the work required 
for this unit.
Once you have completed the case study task, consider the 
guidance that follows on from this to focus you on what is 
required to achieve this unit.
 
 For further reading
Health and Safety at Work Act 1974
Statutory Instruments owned and enforced by HSE/local 
authorities
Risk Assessments and Risk Management
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[image: Activity to meet performance evidence requirements of the unit
Consider the ways in which you ensure the safety and wellbeing of those using the service you work in and also how you ensure the safety and wellbeing of those who work in or visit the service.
A) Write a statement about how you have taken on board your health and safety responsibilities within your management role and the way in which you manage this on a day-to-day basis. Include the following areas in your statement:]
Activity to meet performance evidence requirements of the 
unit
Consider the ways in which you ensure the safety and wellbeing 
of those using the service you work in and also how you ensure 
the safety and wellbeing of those who work in or visit the service.
A) Write a statement about how you have taken on board your 
health and safety responsibilities within your management role 
and the way in which you manage this on a day-to-day basis. 
Include the following areas in your statement:
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Case study activity
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[image: You have just started a new job as a team leader and have been given the Health and Safety policy file to read as part of your induction. You notice that the overall policy was last reviewed five years ago. When you ask the manager where the risk assessments are kept he tells you that that some are in the kitchens, some are in the cleaning cupboard where the chemicals are stored and some are in the maintenance folder. At the end of your induction week you meet with the manager and raise your concerns that the systems, structures and paperwork for managing health and safety within the service are not as up-to-date as they need to be. He agrees with you and asks if you can oversee this and take responsibility for updating it.
Work through the questions on the Case Study Response Form which you can  get by tapping this link. 
]
You have just started a new job as a team leader and have been 
given the Health and Safety policy file to read as part of your 
induction. You notice that the overall policy was last reviewed five 
years ago. When you ask the manager where the risk 
assessments are kept he tells you that that some are in the 
kitchens, some are in the cleaning cupboard where the chemicals 
are stored and some are in the maintenance folder. At the end of 
your induction week you meet with the manager and raise your 
concerns that the systems, structures and paperwork for 
managing health and safety within the service are not as up-to-
date as they need to be. He agrees with you and asks if you can 
oversee this and take responsibility for updating it.
Work through the questions on the Case Study Response Form 
which you can  get by tapping this link. 
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]
 

	Area to cover in statement
	Documentary evidence to 
support claim

	Identify your personal responsibilities 
and liabilities under health and safety 
legislation.
	
	Ensure that the organisation’s written 
health and safety policy statement is 
clearly communicated to all people in 
your area of responsibility and other 
relevant parties.
	
	Ensure that the health and safety 
policy statement is put into practice in 
your area of responsibility; that it is 
subject to review as situations change 
and at regular intervals and the 
findings passed to the appropriate 
people for consideration.
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[image: B) For each area make a note of any documents that you have produced, eg health and safety audit, staff team meeting minutes where you have focused on implementing health and safety practices, that support your statement about how you have ensured the health and safety requirements are met in your area of responsibility. These will be the product evidence to include in your portfolio along with your statement.
Meeting the knowledge requirements of the unit
C) With the product evidence you are using; provide an explanation for each to outline any of the following points that are relevant:
why they are important when ensuring health and safety requirements are met in your area of responsibility
how and why you created them
who you involved in creating them and why
legislation that influences what you do and why you do it.
]
B) For each area make a note of any documents that you have 
produced, eg health and safety audit, staff team meeting minutes 
where you have focused on implementing health and safety 
practices, that support your statement about how you have 
ensured the health and safety requirements are met in your area 
of responsibility. These will be the product evidence to include in 
your portfolio along with your statement.
Meeting the knowledge requirements of the unit
C) With the product evidence you are using; provide an 
explanation for each to outline any of the following points that are 
relevant:
๏why they are important when ensuring health and safety 
requirements are met in your area of responsibility
๏how and why you created them
๏who you involved in creating them and why
๏legislation that influences what you do and why you do it.
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	Ensure regular consultation with 
people in your area of responsibility or 
their representatives on health and 
safety issues.
	
	Seek and make use of specialist 
expertise in relation to health and 
safety issues.
	
	Ensure that a system is in place for 
identifying hazards and assessing risks 
in your area of responsibility and that 
prompt and effective action is taken to 
eliminate or control identified hazards 
and risks.
	
	Ensure that systems are in place for 
effective monitoring, measuring and 
reporting of health and safety 
performance in your area of 
responsibility.
	
	Show continuous improvement in your 
area of responsibility in relation to 
health and safety performance.
	
	Make health and safety a priority area 
in terms of informing planning and 
decision-making in your area of 
responsibility.
	
	Demonstrate that your own actions 
reinforce the messages in the 
organisation’s health and safety policy 
statement.
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	Area to cover in statement
	Documentary evidence to 
support claim

	Ensure that sufficient resources are 
allocated across your area of 
responsibility to deal with health and 
safety issues.
	
	Develop a culture within your area of 
responsibility which puts health and 
safety first.
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[image: D) Health and Safety at Work Act 1974 and associated regulations
Describe your role and responsibilities under the Health and Safety at Work Act 1974. In what ways do you ensure associated regulations are complied with in your area of responsibility? In relation to the client group you work with what are the risks and hazards that are faced and what measures have you implemented to ensure their safety and wellbeing is protected? 
 For further reading 
Workforce Registration with the SSSC 
SSSC Codes of Practice for Social Service Workers and Employers 
E) National Care Standards and SSSC Codes of Practice
Explain how the National Care Standards for your service inform the way you manage service delivery in terms of ensuring health and safety requirements are met in your area of responsibility. Refer to specific parts of the standards in your assignment. Think about the influence of the SSSC Codes of Practice in relation to staff behaviour and your management of the team in relation to health and safety.  Refer to specific codes in your response.
Present your statement, work products and assignments to your assessor. Ensure you have numbered and linked your work products to specific parts of your statement.
We’ve provided a PDF form for the performance statement which you can use. You get get it by tapping the following link and fill them in on your tablet as we showed you earlier: Performance evidence statement
Alternatively, you can download the form to your PC using this address: 
http://workforcesolutions.sssc.uk.com/AppResources/maProPerfState06.pdf and fill in the form on your computer using Acrobat Reader.]
D) Health and Safety at Work Act 1974 and associated 
regulations
Describe your role and responsibilities under the Health and 
Safety at Work Act 1974. In what ways do you ensure associated 
regulations are complied with in your area of responsibility? In 
relation to the client group you work with what are the risks and 
hazards that are faced and what measures have you 
implemented to ensure their safety and wellbeing is protected? 
 For further reading 
Workforce Registration with the SSSC 
SSSC Codes of Practice for Social Service Workers and 
Employers 
E) National Care Standards and SSSC Codes of Practice
Explain how the National Care Standards for your service inform 
the way you manage service delivery in terms of ensuring health 
and safety requirements are met in your area of responsibility. 
Refer to specific parts of the standards in your assignment. Think 
about the influence of the SSSC Codes of Practice in relation to 
staff behaviour and your management of the team in relation to 
health and safety.  Refer to specific codes in your response.
Present your statement, work products and assignments to your 
assessor. Ensure you have numbered and linked your work 
products to specific parts of your statement.

[image: D) Health and Safety at Work Act 1974 and associated regulations
Describe your role and responsibilities under the Health and Safety at Work Act 1974. In what ways do you ensure associated regulations are complied with in your area of responsibility? In relation to the client group you work with what are the risks and hazards that are faced and what measures have you implemented to ensure their safety and wellbeing is protected? 
 For further reading 
Workforce Registration with the SSSC 
SSSC Codes of Practice for Social Service Workers and Employers 
E) National Care Standards and SSSC Codes of Practice
Explain how the National Care Standards for your service inform the way you manage service delivery in terms of ensuring health and safety requirements are met in your area of responsibility. Refer to specific parts of the standards in your assignment. Think about the influence of the SSSC Codes of Practice in relation to staff behaviour and your management of the team in relation to health and safety.  Refer to specific codes in your response.
Present your statement, work products and assignments to your assessor. Ensure you have numbered and linked your work products to specific parts of your statement.
We’ve provided a PDF form for the performance statement which you can use. You get get it by tapping the following link and fill them in on your tablet as we showed you earlier: Performance evidence statement
Alternatively, you can download the form to your PC using this address: 
http://workforcesolutions.sssc.uk.com/AppResources/maProPerfState06.pdf and fill in the form on your computer using Acrobat Reader.]
We’ve provided a PDF form for the performance statement which 
you can use. You get get it by tapping the following link and fill 
them in on your tablet as we showed you earlier: Performance 
evidence statement
Alternatively, you can download the form to your PC using this 
address: 
http://workforcesolutions.sssc.uk.com/AppResources/
maProPerfState06.pdf and fill in the form on your computer using 
Acrobat Reader.

[image: ￼]
41

[image: image-248.png]

[image: Background]
[image: Develop your knowledge, skills and competence 
]
Develop your 
knowledge, skills 
and competence 

[image: image-250.png]
[image: Technical apprenticeship career skills]
Technical apprenticeship career skills

[image: technical apprenticeship career skills]
technical apprenticeship career skills

[image: Chapter 8]
Chapter 8


[image: his unit is about “managing your personal resources (particularly knowledge, understanding, skills, experience and time) and your professional development in order to achieve your work objectives and your career and personal goals.” (Source: NOS unit HK26 04. Tap this link to read the unit).
This unit is intended for people who are first line or middle managers and also senior managers. Any reference to colleagues in the unit covers those that you have line management responsibility for.
The generic skills that need to be applied when managing your own resources and professional development are as follows:
setting objectives
evaluating
planning
learning
reviewing
communicating
self-assessment
time management
stress management
obtaining feedback
reflecting
prioritising.
These skills are explicit and implicit in the content of this unit.
This unit is taken from the management and leadership suite of units. It identifies performance criteria, things you have specifically done, that need to be evidenced through work products you have produced as part of your work practice. Work products for this unit might be your own personal development plan that you have documented, SMART objectives you have set yourself or personal analysis of your own learning style. All performance criteria for this unit must be covered.
The unit also identifies behaviours. It is expected that you are likely to demonstrate the behaviours listed for this unit through the process of evidencing the performance criteria. 
“…while behaviours are desirable and likely to be demonstrated through performance, they do not need to be assessed. Therefore, behaviours should be used as guidance on how the performance criteria should be achieved, but not assessment in themselves” (Source: http://www.sqa.org.uk/sqa/14510.html “Behaviours”).
The unit details three types of knowledge that need to be demonstrated through the evidence you produce. You need to show that you not only know, but understand, how this knowledge applies to the theme of the unit in relation to your job role, responsibilities and the sector you are working in. All knowledge points must be evidenced.  
General knowledge and understanding.
Industry/sector specific knowledge and understanding.
Context specific knowledge and understanding.
By working through the following case study you will be able to consider whether you are ready to complete the work required for this unit.  
Once you have completed the case study task, consider the guidance that follows to help you focus on what is required to achieve this unit.
 For further reading 
SMART Objectives
]
his unit is about “managing your personal resources (particularly knowledge, 
understanding, skills, experience and time) and your professional development in 
order to achieve your work objectives and your career and personal goals.” (Source: 
NOS unit HK26 04. Tap this link to read the unit).
This unit is intended for people who are first line or middle managers and also senior 
managers. Any reference to colleagues in the unit covers those that you have line 
management responsibility for.
The generic skills that need to be applied when managing your own resources and 
professional development are as follows:
๏setting objectives
๏evaluating
๏planning
๏learning
๏reviewing
๏communicating
๏self-assessment
๏time management
๏stress management
๏obtaining feedback
๏reflecting
๏prioritising.
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[image: his unit is about “managing your personal resources (particularly knowledge, understanding, skills, experience and time) and your professional development in order to achieve your work objectives and your career and personal goals.” (Source: NOS unit HK26 04. Tap this link to read the unit).
This unit is intended for people who are first line or middle managers and also senior managers. Any reference to colleagues in the unit covers those that you have line management responsibility for.
The generic skills that need to be applied when managing your own resources and professional development are as follows:
setting objectives
evaluating
planning
learning
reviewing
communicating
self-assessment
time management
stress management
obtaining feedback
reflecting
prioritising.
These skills are explicit and implicit in the content of this unit.
This unit is taken from the management and leadership suite of units. It identifies performance criteria, things you have specifically done, that need to be evidenced through work products you have produced as part of your work practice. Work products for this unit might be your own personal development plan that you have documented, SMART objectives you have set yourself or personal analysis of your own learning style. All performance criteria for this unit must be covered.
The unit also identifies behaviours. It is expected that you are likely to demonstrate the behaviours listed for this unit through the process of evidencing the performance criteria. 
“…while behaviours are desirable and likely to be demonstrated through performance, they do not need to be assessed. Therefore, behaviours should be used as guidance on how the performance criteria should be achieved, but not assessment in themselves” (Source: http://www.sqa.org.uk/sqa/14510.html “Behaviours”).
The unit details three types of knowledge that need to be demonstrated through the evidence you produce. You need to show that you not only know, but understand, how this knowledge applies to the theme of the unit in relation to your job role, responsibilities and the sector you are working in. All knowledge points must be evidenced.  
General knowledge and understanding.
Industry/sector specific knowledge and understanding.
Context specific knowledge and understanding.
By working through the following case study you will be able to consider whether you are ready to complete the work required for this unit.  
Once you have completed the case study task, consider the guidance that follows to help you focus on what is required to achieve this unit.
 For further reading 
SMART Objectives
]
These skills are explicit and implicit in the content of this unit.
This unit is taken from the management and leadership suite of 
units. It identifies performance criteria, things you have 
specifically done, that need to be evidenced through work 
products you have produced as part of your work practice. Work 
products for this unit might be your own personal development 
plan that you have documented, SMART objectives you have set 
yourself or personal analysis of your own learning style. All 
performance criteria for this unit must be covered.
The unit also identifies behaviours. It is expected that you are 
likely to demonstrate the behaviours listed for this unit through 
the process of evidencing the performance criteria. 
“…while behaviours are desirable and likely to be demonstrated 
through performance, they do not need to be assessed. 
Therefore, behaviours should be used as guidance on how the 
performance criteria should be achieved, but not assessment in 
themselves” (Source: http://www.sqa.org.uk/sqa/14510.html 
“Behaviours”).
The unit details three types of knowledge that need to be 
demonstrated through the evidence you produce. You need to 
show that you not only know, but understand, how this 
knowledge applies to the theme of the unit in relation to your job 
role, responsibilities and the sector you are working in. All 
knowledge points must be evidenced.  
	General knowledge and understanding.

	Industry/sector specific knowledge and understanding.


[image: his unit is about “managing your personal resources (particularly knowledge, understanding, skills, experience and time) and your professional development in order to achieve your work objectives and your career and personal goals.” (Source: NOS unit HK26 04. Tap this link to read the unit).
This unit is intended for people who are first line or middle managers and also senior managers. Any reference to colleagues in the unit covers those that you have line management responsibility for.
The generic skills that need to be applied when managing your own resources and professional development are as follows:
setting objectives
evaluating
planning
learning
reviewing
communicating
self-assessment
time management
stress management
obtaining feedback
reflecting
prioritising.
These skills are explicit and implicit in the content of this unit.
This unit is taken from the management and leadership suite of units. It identifies performance criteria, things you have specifically done, that need to be evidenced through work products you have produced as part of your work practice. Work products for this unit might be your own personal development plan that you have documented, SMART objectives you have set yourself or personal analysis of your own learning style. All performance criteria for this unit must be covered.
The unit also identifies behaviours. It is expected that you are likely to demonstrate the behaviours listed for this unit through the process of evidencing the performance criteria. 
“…while behaviours are desirable and likely to be demonstrated through performance, they do not need to be assessed. Therefore, behaviours should be used as guidance on how the performance criteria should be achieved, but not assessment in themselves” (Source: http://www.sqa.org.uk/sqa/14510.html “Behaviours”).
The unit details three types of knowledge that need to be demonstrated through the evidence you produce. You need to show that you not only know, but understand, how this knowledge applies to the theme of the unit in relation to your job role, responsibilities and the sector you are working in. All knowledge points must be evidenced.  
General knowledge and understanding.
Industry/sector specific knowledge and understanding.
Context specific knowledge and understanding.
By working through the following case study you will be able to consider whether you are ready to complete the work required for this unit.  
Once you have completed the case study task, consider the guidance that follows to help you focus on what is required to achieve this unit.
 For further reading 
SMART Objectives
]
	Context specific knowledge and understanding.

By working through the following case study you will be able to 
consider whether you are ready to complete the work required for 
this unit.  
Once you have completed the case study task, consider the 
guidance that follows to help you focus on what is required to 
achieve this unit.
 For further reading 
SMART Objectives
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[image: Activity to meet performance evidence requirements of the unit
A) Write a brief statement about how you have reviewed your current work context, your values and vision for the future in terms of your own professional development and the needs of your organisation. As part of this prepare a set of professional development objectives that are SMART. Also consider what you feel your personal learning style is by carrying out a personal learning styles assessment to enable you to identify the most effective learning and development opportunities to undertake. 
Read the following points and see where these can be included in your statement.]
Activity to meet performance evidence requirements of the 
unit
A) Write a brief statement about how you have reviewed your 
current work context, your values and vision for the future in 
terms of your own professional development and the needs of 
your organisation. As part of this prepare a set of professional 
development objectives that are SMART. Also consider what you 
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[image: Current role
Ailsa McGinty has been in her role as deputy manager for five years. The service she manages supports children with a physical disability in their homes . 
Future opportunity for career progression
The service manager has indicated to Ailsa that she is intending to retire within the next 12 months.  
Service changes and new challenges
She has also highlighted that there are due to be changes in what the service is funded for. The organisation has been successful in a tender to provide specialised support for children who have eating disorders.  This is a new area for Ailsa who has no previous experience of mental health related issues.  
Timescales
The new service will need to be established within the next six months and Ailsa’s manager is keen she takes the lead in this project so there is continuity after she retires.  
Personal values and motivations
Ailsa has a keen interest in supporting children to overcome barriers, whatever these may be. She also feels strongly that children should have support focused on their individual needs and should be supported to achieve all they can. This passion stems from her own experiences as a child where she struggled to be involved in sports because she had to wear a built up shoe due to one leg being shorter than the other. As a result of this she had a weight problem as a child and was teased. However when she changed schools, aged 13, she had a PE teacher who supported her to focus on activities she could do to get fit. As a result of this Ailsa developed a keen interest in swimming, becoming so successful at this that she was in the school regional swimming team.

Approach to learning and development
Ailsa likes practical training and learning opportunities. She likes to be able to see the relevance of the learning activity to her immediate work setting; otherwise she finds her mind wanders. She has enjoyed previous courses that involved group work and discussions, as she was able to draw on the knowledge and experience of others. She hates reading books and prefers articles with photos of what she refers to as “real people doing real things that make a difference.” 

Work through the questions on the Case Study Response Form which you can  get by tapping this link. 
]
Current role
Ailsa McGinty has been in her role as deputy manager for five 
years. The service she manages supports children with a physical 
disability in their homes . 
Future opportunity for career progression
The service manager has indicated to Ailsa that she is intending to 
retire within the next 12 months.  
Service changes and new challenges
She has also highlighted that there are due to be changes in what 
the service is funded for. The organisation has been successful in 
a tender to provide specialised support for children who have 
eating disorders.  This is a new area for Ailsa who has no previous 
experience of mental health related issues.  
Timescales
The new service will need to be established within the next six 
months and Ailsa’s manager is keen she takes the lead in this 
project so there is continuity after she retires.  
Personal values and motivations
Ailsa has a keen interest in supporting children to overcome 
barriers, whatever these may be. She also feels strongly that 
children should have support focused on their individual needs 
and should be supported to achieve all they can. This passion 
stems from her own experiences as a child where she struggled to 
be involved in sports because she had to wear a built up shoe due 
to one leg being shorter than the other. As a result of this she had 

[image: a weight problem as a child and was teased. However when she changed schools, aged 13, she had a PE teacher who supported her to focus on activities she could do to get fit. As a result of this Ailsa developed a keen interest in swimming, becoming so successful at this that she was in the school regional swimming team.
Approach to learning and development
Ailsa likes practical training and learning opportunities. She likes to be able to see the relevance of the learning activity to her immediate work setting; otherwise she finds her mind wanders. She has enjoyed previous courses that involved group work and discussions, as she was able to draw on the knowledge and experience of others. She hates reading books and prefers articles with photos of what she refers to as “real people doing real things that make a difference.” 
Work through the questions on the Case Study Response Form which you can  get by tapping this link. 
]
a weight problem as a child and was teased. However when she 
changed schools, aged 13, she had a PE teacher who supported 
her to focus on activities she could do to get fit. As a result of this 
Ailsa developed a keen interest in swimming, becoming so 
successful at this that she was in the school regional swimming 
team.
Approach to learning and development
Ailsa likes practical training and learning opportunities. She likes to 
be able to see the relevance of the learning activity to her 
immediate work setting; otherwise she finds her mind wanders. 
She has enjoyed previous courses that involved group work and 
discussions, as she was able to draw on the knowledge and 
experience of others. She hates reading books and prefers articles 
with photos of what she refers to as “real people doing real things 
that make a difference.” 
Work through the questions on the Case Study Response Form 
which you can  get by tapping this link. 
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[image: Activity to meet performance evidence requirements of the unit
A) Write a brief statement about how you have reviewed your current work context, your values and vision for the future in terms of your own professional development and the needs of your organisation. As part of this prepare a set of professional development objectives that are SMART. Also consider what you feel your personal learning style is by carrying out a personal learning styles assessment to enable you to identify the most effective learning and development opportunities to undertake. 
Read the following points and see where these can be included in your statement.]
feel your personal learning style is by carrying out a personal 
learning styles assessment to enable you to identify the most 
effective learning and development opportunities to undertake. 
Read the following points and see where these can be included 
in your statement.

[image: B) Write a personal statement about how you have followed your personal development plan, how you have reviewed and updated it and how you have obtained appropriate feedback from others on your performance. Read the following points and see where these can be included in your statement.
C) For each area make a note of any documents that you have produced (personal development plans, personal reflections on work), emails you have sent, reports you have written, charts you have compiled, that support your statement about how you have managed your own resources and professional development. These will be the product evidence to include in your portfolio along with your statement.
Meeting the knowledge requirements of the unit
C) With the product evidence you are using; provide an explanation for each to explain any of the following points that are relevant:
why they are important to your role managing your own resources and professional development. 
how and why you created them.
who you involved in creating them and why.
legislation that influences what you do and why you do it.
 For further reading 
Workforce Registration with the SSSC 
SSSC Codes of Practice for Social Service Workers and Employers
Regulation of Care (Scotland) Act 2001
D) Consider how the above piece of legislation influences you in relation to managing your own resources and professional development. What do the National Care Standards and Scottish Social Services Council Codes of Practice outline as expectations of managers in care settings.
Present your statement, work products and written piece on legislation to your assessor. Ensure you have numbered and linked your work products to specific parts of your statement.
We’ve provided a PDF form for the performance statement which you can use. You get get it by tapping the following link and fill them in on your tablet as we showed you earlier:
Performance evidence statement
Alternatively, you can download the form to your PC using this address: 
http://workforcesolutions.sssc.uk.com/AppResources/maProPerfState07.pdf and fill in the form on your computer using Acrobat Reader.]
B) Write a personal statement about how you have followed your 
personal development plan, how you have reviewed and updated 
it and how you have obtained appropriate feedback from others 
on your performance. Read the following points and see where 
these can be included in your statement.
C) For each area make a note of any documents that you have 
produced (personal development plans, personal reflections on 
work), emails you have sent, reports you have written, charts you 
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	Area to cover in statement
	Documentary evidence to 
support claim

	Evaluate, at appropriate intervals, the 
current and future requirements of your 
work role taking account of the vision 
and objectives of your organisation.
	
	Consider your values, your career and 
personal goals and identify information 
which is relevant to your work role and 
professional development.
	
	Discuss and agree personal work 
objectives with those you report to and 
how you will measure progress.
	
	Identify the learning styles which work 
best for you and ensure that you take 
these into account in identifying and 
undertaking development activities.
	
	Identify any gaps between the current 
and future requirements of your work 
role and your current knowledge, 
understanding and skills.
	

[image: 
]

	Discuss and agree with those you 
report to, a development plan to 
address any identified gaps in your 
current knowledge, understanding and 
skills to support your own career and 
personal goals.
	
	Undertake the activities identified in 
your development plan and evaluate 
their contribution to your performance.
	
	Review and update your personal work 
objectives and development plan in the 
light of performance, any development 
activities undertaken and any wider 
changes.
	
	Get regular and useful feedback on 
your performance from those who are 
in a good position to judge it and 
provide objective and valid feedback.
	
	Ensure that your performance 
consistently meets or goes beyond 
agreed requirements.
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[image: B) Write a personal statement about how you have followed your personal development plan, how you have reviewed and updated it and how you have obtained appropriate feedback from others on your performance. Read the following points and see where these can be included in your statement.
C) For each area make a note of any documents that you have produced (personal development plans, personal reflections on work), emails you have sent, reports you have written, charts you have compiled, that support your statement about how you have managed your own resources and professional development. These will be the product evidence to include in your portfolio along with your statement.
Meeting the knowledge requirements of the unit
C) With the product evidence you are using; provide an explanation for each to explain any of the following points that are relevant:
why they are important to your role managing your own resources and professional development. 
how and why you created them.
who you involved in creating them and why.
legislation that influences what you do and why you do it.
 For further reading 
Workforce Registration with the SSSC 
SSSC Codes of Practice for Social Service Workers and Employers
Regulation of Care (Scotland) Act 2001
D) Consider how the above piece of legislation influences you in relation to managing your own resources and professional development. What do the National Care Standards and Scottish Social Services Council Codes of Practice outline as expectations of managers in care settings.
Present your statement, work products and written piece on legislation to your assessor. Ensure you have numbered and linked your work products to specific parts of your statement.
We’ve provided a PDF form for the performance statement which you can use. You get get it by tapping the following link and fill them in on your tablet as we showed you earlier:
Performance evidence statement
Alternatively, you can download the form to your PC using this address: 
http://workforcesolutions.sssc.uk.com/AppResources/maProPerfState07.pdf and fill in the form on your computer using Acrobat Reader.]
have compiled, that support your statement about how you have 
managed your own resources and professional development. 
These will be the product evidence to include in your portfolio 
along with your statement.
Meeting the knowledge requirements of the unit
C) With the product evidence you are using; provide an 
explanation for each to explain any of the following points that 
are relevant:
๏why they are important to your role managing your own 
resources and professional development. 
๏how and why you created them.
๏who you involved in creating them and why.
๏legislation that influences what you do and why you do it.
 For further reading 
Workforce Registration with the SSSC 
SSSC Codes of Practice for Social Service Workers and 
Employers
Regulation of Care (Scotland) Act 2001
D) Consider how the above piece of legislation influences you in 
relation to managing your own resources and professional 
development. What do the National Care Standards and Scottish 
Social Services Council Codes of Practice outline as 
expectations of managers in care settings.

[image: B) Write a personal statement about how you have followed your personal development plan, how you have reviewed and updated it and how you have obtained appropriate feedback from others on your performance. Read the following points and see where these can be included in your statement.
C) For each area make a note of any documents that you have produced (personal development plans, personal reflections on work), emails you have sent, reports you have written, charts you have compiled, that support your statement about how you have managed your own resources and professional development. These will be the product evidence to include in your portfolio along with your statement.
Meeting the knowledge requirements of the unit
C) With the product evidence you are using; provide an explanation for each to explain any of the following points that are relevant:
why they are important to your role managing your own resources and professional development. 
how and why you created them.
who you involved in creating them and why.
legislation that influences what you do and why you do it.
 For further reading 
Workforce Registration with the SSSC 
SSSC Codes of Practice for Social Service Workers and Employers
Regulation of Care (Scotland) Act 2001
D) Consider how the above piece of legislation influences you in relation to managing your own resources and professional development. What do the National Care Standards and Scottish Social Services Council Codes of Practice outline as expectations of managers in care settings.
Present your statement, work products and written piece on legislation to your assessor. Ensure you have numbered and linked your work products to specific parts of your statement.
We’ve provided a PDF form for the performance statement which you can use. You get get it by tapping the following link and fill them in on your tablet as we showed you earlier:
Performance evidence statement
Alternatively, you can download the form to your PC using this address: 
http://workforcesolutions.sssc.uk.com/AppResources/maProPerfState07.pdf and fill in the form on your computer using Acrobat Reader.]
Present your statement, work products and written piece on 
legislation to your assessor. Ensure you have numbered and 
linked your work products to specific parts of your statement.
We’ve provided a PDF form for the performance statement which 
you can use. You get get it by tapping the following link and fill 
them in on your tablet as we showed you earlier:
Performance evidence statement
Alternatively, you can download the form to your PC using this 
address: 
http://workforcesolutions.sssc.uk.com/AppResources/
maProPerfState07.pdf and fill in the form on your computer using 
Acrobat Reader.
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Chapter 9


[image: his unit is about “recruiting and selecting people to undertake identified activities or work roles within your area of responsibility…Whilst you would be expected to draw on the expertise of personnel specialists, you are not expected to be a personnel specialist yourself.” (Source: NOS unit FM4Y 04. Tap this link to read the unit).
This unit is intended for people who are first line or middle managers. Any reference to colleagues in the unit covers those that you have line management responsibility for.
The generic skills that need to be applied in the recruitment process are:
communication
consultation
decision–making
information Management
interviewing
negotiating
obtaining feedback
planning
problem-solving
reviewing
team-building
valuing and supporting others.
These skills are explicit and implicit in the content of this unit.]
his unit is about “recruiting and selecting people to undertake identified activities or 
work roles within your area of responsibility…Whilst you would be expected to draw 
on the expertise of personnel specialists, you are not expected to be a personnel 
specialist yourself.” (Source: NOS unit FM4Y 04. Tap this link to read the unit).
This unit is intended for people who are first line or middle managers. Any reference to 
colleagues in the unit covers those that you have line management responsibility for.
The generic skills that need to be applied in the recruitment process are:
๏communication
๏consultation
๏decision–making
๏information Management
๏interviewing
๏negotiating
๏obtaining feedback
๏planning
๏problem-solving
๏reviewing
๏team-building
๏valuing and supporting others.
These skills are explicit and implicit in the content of this unit.
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[image: This unit is taken from the management and leadership suite of units. It identifies performance criteria, things you have specifically done, that need to be evidenced through work products you have produced as part of your work practice. Work products for this unit might be emails you have sent to the HR Manager, a report you have written on the justification for recruiting new staff, a person specification you have drawn up or your notes from the interviews you carried out. All performance criteria for this unit must be covered.
The unit also identifies behaviours. It is expected that you are likely to demonstrate the behaviours listed for this unit through the process of evidencing the performance criteria. 
“…while behaviours are desirable and likely to be demonstrated through performance, they do not need to be assessed. Therefore, behaviours should be used as guidance on how the performance criteria should be achieved, but not assessment in themselves” (Source: http://www.sqa.org.uk/sqa/14510.html “Behaviours”).
The unit details three types of knowledge that need to be demonstrated through the evidence you produce. You need to show that you not only know, but understand, how this knowledge applies to the theme of the unit in relation to your job role, responsibilities and the sector you are working in. All knowledge points must be evidenced.  
General knowledge and understanding.
Industry/sector specific knowledge and understanding.
Context specific knowledge and understanding.
By working through the following case study you will be able to consider whether you are ready to complete the work required for this unit. 
Once you have completed the case study task, consider the guidance that follows to help you focus on what is required to achieve this unit.
 For further reading
Equality Act 2010
Protection of Vulnerable Groups (Scotland) Act 2007
Regulation of Care (Scotland) Act 2001
Recruitment and Selection Videos:
]
This unit is taken from the management and leadership suite of 
units. It identifies performance criteria, things you have 
specifically done, that need to be evidenced through work 
products you have produced as part of your work practice. Work 
products for this unit might be emails you have sent to the HR 
Manager, a report you have written on the justification for 
recruiting new staff, a person specification you have drawn up or 
your notes from the interviews you carried out. All performance 
criteria for this unit must be covered.
The unit also identifies behaviours. It is expected that you are 
likely to demonstrate the behaviours listed for this unit through 
the process of evidencing the performance criteria. 
“…while behaviours are desirable and likely to be demonstrated 
through performance, they do not need to be assessed. 
Therefore, behaviours should be used as guidance on how the 
performance criteria should be achieved, but not assessment in 
themselves” (Source: http://www.sqa.org.uk/sqa/14510.html 
“Behaviours”).
The unit details three types of knowledge that need to be 
demonstrated through the evidence you produce. You need to 
show that you not only know, but understand, how this 
knowledge applies to the theme of the unit in relation to your job 
role, responsibilities and the sector you are working in. All 
knowledge points must be evidenced.  
	General knowledge and understanding.

	Industry/sector specific knowledge and understanding.

	Context specific knowledge and understanding.


[image: This unit is taken from the management and leadership suite of units. It identifies performance criteria, things you have specifically done, that need to be evidenced through work products you have produced as part of your work practice. Work products for this unit might be emails you have sent to the HR Manager, a report you have written on the justification for recruiting new staff, a person specification you have drawn up or your notes from the interviews you carried out. All performance criteria for this unit must be covered.
The unit also identifies behaviours. It is expected that you are likely to demonstrate the behaviours listed for this unit through the process of evidencing the performance criteria. 
“…while behaviours are desirable and likely to be demonstrated through performance, they do not need to be assessed. Therefore, behaviours should be used as guidance on how the performance criteria should be achieved, but not assessment in themselves” (Source: http://www.sqa.org.uk/sqa/14510.html “Behaviours”).
The unit details three types of knowledge that need to be demonstrated through the evidence you produce. You need to show that you not only know, but understand, how this knowledge applies to the theme of the unit in relation to your job role, responsibilities and the sector you are working in. All knowledge points must be evidenced.  
General knowledge and understanding.
Industry/sector specific knowledge and understanding.
Context specific knowledge and understanding.
By working through the following case study you will be able to consider whether you are ready to complete the work required for this unit. 
Once you have completed the case study task, consider the guidance that follows to help you focus on what is required to achieve this unit.
 For further reading
Equality Act 2010
Protection of Vulnerable Groups (Scotland) Act 2007
Regulation of Care (Scotland) Act 2001
Recruitment and Selection Videos:
]
By working through the following case study you will be able to 
consider whether you are ready to complete the work required for 
this unit. 
Once you have completed the case study task, consider the 
guidance that follows to help you focus on what is required to 
achieve this unit.
 For further reading
Equality Act 2010
Protection of Vulnerable Groups (Scotland) Act 2007
Regulation of Care (Scotland) Act 2001
Recruitment and Selection Videos:
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[image: recruitment & selection video thumbnail]
[image: http://youtu.be/SYwUfCCMHvk]
http://youtu.be/SYwUfCCMHvk

[image: Investing in people video thumbnail
]
[image: https://www.youtube.com/watch?v=r-VcHu-wZxE]
https://www.youtube.com/watch?
v=r-VcHu-wZxE
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	Area to cover in statement
	Documentary evidence to 
support claim

	Talk with colleagues who are leaving 
your area of responsibility to identify 
and discuss their reasons for leaving.
	
	Identify ways of addressing staff 
turnover problems, implementing those 
which clearly fall within your authority 
and communicating others to the 
relevant people for consideration.
	
	Review, on a regular basis, the work 
required in your area of responsibility, 
identifying any shortfall in the number 
of colleagues and/or the pool of skills 
knowledge, understanding and 
experience.
	
	Identify and review the options for 
addressing any identified shortfalls and 
decide on the best option(s) to follow.
	
	Consult with others to produce or 
update job descriptions and person 
specifications where there is a clear 
need to recruit.
	
	Consult with others to discuss and 
agree stages in the recruitment and 
selection process for identified 
vacancies, the methods that will be 
used, the associated timings and who 
is going to be involved.
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[image: Case study activity
]
Case study activity

[image: One of your staff members has just advised you that they are handing in their notice. They are in a job role that requires people to hold an SVQ level 2.   They are experienced in their role and are first aid qualified. They were in charge of planning lunchtime meals and hold a REHIS food hygiene qualification. This staff member was registered with the SSSC for their job role. They worked part time – 20 hours a week however they always ended up doing extra hours due to regular staffing issues in your service – sometimes working 40 hours a week. They are on £9.00 an hour.
Work through the questions on the Case Study Response Form which you can  get by tapping this link. 
]
One of your staff members has just advised you that they are 
handing in their notice. They are in a job role that requires people 
to hold an SVQ level 2.   They are experienced in their role and 
are first aid qualified. They were in charge of planning lunchtime 
meals and hold a REHIS food hygiene qualification. This staff 
member was registered with the SSSC for their job role. They 
worked part time – 20 hours a week however they always ended 
up doing extra hours due to regular staffing issues in your service 
– sometimes working 40 hours a week. They are on £9.00 an 
hour.
Work through the questions on the Case Study Response Form 
which you can  get by tapping this link. 

[image: Activity to meet performance evidence requirements of the unit
Think of an occasion when you have been involved in staff recruitment, selection and retention.
A) Write a brief statement about this process. Include the following areas in your statement:]
Activity to meet performance evidence requirements of the 
unit
Think of an occasion when you have been involved in staff 
recruitment, selection and retention.
A) Write a brief statement about this process. Include the 
following areas in your statement:
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[image: B) For each area make a note of any documents that you have produced (person specification, job description), emails you have sent, reports you have written, charts you have compiled, that support your statement about how you have contributed to staff]
B) For each area make a note of any documents that you have 
produced (person specification, job description), emails you have 
sent, reports you have written, charts you have compiled, that 
support your statement about how you have contributed to staff

[image: retention, staff recruitment and staff selection. These will be the product evidence to include in your portfolio along with your statement.
Meeting the knowledge requirements of the unit
C) With the product evidence you are using; provide an explanation for each to outline any of the following points that are relevant:
why they are important to the recruitment and selection process 
how and why you created them
who you involved in creating them and why
legislation that influences what you do and why you do it
any equality, diversity and inclusion issues.
 For further reading
Equality Act 2010
Protection of Vulnerable Groups (Scotland) Act 2007
Regulation of Care (Scotland) Act 2001
Workforce Registration with the SSSC
D) Consider how the above pieces of legislation influence how you recruit, select and retain staff. Write a short piece explaining the role they play for you as a manager. Think about the influence of the Care Inspectorate and the Scottish Social Services Council when you consider staff recruitment. What requirements do they place on you as a manager when recruiting new staff members?
Present your statement, work products and written piece on legislation to your assessor.  Ensure you have numbered and linked your work products to specific parts of your statement.
We’ve provided a PDF form for the performance statement which you can use. You get get it by tapping the following link and fill them in on your tablet as we showed you earlier:
Performance evidence statement
Alternatively, you can download the form to your PC using this address: 
http://workforcesolutions.sssc.uk.com/AppResources/maProPerfState08.pdf and fill in the form on your computer using Acrobat Reader.]
retention, staff recruitment and staff selection. These will be the 
product evidence to include in your portfolio along with your 
statement.
Meeting the knowledge requirements of the unit
C) With the product evidence you are using; provide an 
explanation for each to outline any of the following points that are 
relevant:
•why they are important to the recruitment and selection 
process 
•how and why you created them
•who you involved in creating them and why
•legislation that influences what you do and why you do it
•any equality, diversity and inclusion issues.
 For further reading
Equality Act 2010
Protection of Vulnerable Groups (Scotland) Act 2007
Regulation of Care (Scotland) Act 2001
Workforce Registration with the SSSC
D) Consider how the above pieces of legislation influence how 
you recruit, select and retain staff. Write a short piece explaining 
the role they play for you as a manager. Think about the 
influence of the Care Inspectorate and the Scottish Social 
Services Council when you consider staff recruitment. What 
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	Area to cover in statement
	Documentary evidence to 
support claim

	Ensure that any information on 
vacancies is fair, clear and accurate 
before it goes to potential applicants.
	
	Seek and make use of specialist 
expertise in relation to recruiting, 
selecting and keeping colleagues
	
	Ensure that the skills needed by 
applicants to succeed in the 
recruitment process are no more than 
are required to perform the job.
	
	Participate in the recruitment and 
selection process, as agreed, making 
sure that the process is fair, consistent 
and effective.
	
	Make sure that applicants who are 
offered positions are likely to be able to 
perform effectively and work with their 
new colleagues.
	
	Judge whether the recruitment and 
selection process has been successful 
in relation to recent appointments in 
your area and identify any areas for 
improvements.
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[image: retention, staff recruitment and staff selection. These will be the product evidence to include in your portfolio along with your statement.
Meeting the knowledge requirements of the unit
C) With the product evidence you are using; provide an explanation for each to outline any of the following points that are relevant:
why they are important to the recruitment and selection process 
how and why you created them
who you involved in creating them and why
legislation that influences what you do and why you do it
any equality, diversity and inclusion issues.
 For further reading
Equality Act 2010
Protection of Vulnerable Groups (Scotland) Act 2007
Regulation of Care (Scotland) Act 2001
Workforce Registration with the SSSC
D) Consider how the above pieces of legislation influence how you recruit, select and retain staff. Write a short piece explaining the role they play for you as a manager. Think about the influence of the Care Inspectorate and the Scottish Social Services Council when you consider staff recruitment. What requirements do they place on you as a manager when recruiting new staff members?
Present your statement, work products and written piece on legislation to your assessor.  Ensure you have numbered and linked your work products to specific parts of your statement.
We’ve provided a PDF form for the performance statement which you can use. You get get it by tapping the following link and fill them in on your tablet as we showed you earlier:
Performance evidence statement
Alternatively, you can download the form to your PC using this address: 
http://workforcesolutions.sssc.uk.com/AppResources/maProPerfState08.pdf and fill in the form on your computer using Acrobat Reader.]
requirements do they place on you as a manager when recruiting 
new staff members?
Present your statement, work products and written piece on 
legislation to your assessor.  Ensure you have numbered and 
linked your work products to specific parts of your statement.
We’ve provided a PDF form for the performance statement which 
you can use. You get get it by tapping the following link and fill 
them in on your tablet as we showed you earlier:
Performance evidence statement
Alternatively, you can download the form to your PC using this 
address: 
http://workforcesolutions.sssc.uk.com/AppResources/
maProPerfState08.pdf and fill in the form on your computer using 
Acrobat Reader.
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[image: Promote equality of opportunity ...]
Promote equality 
of opportunity ...
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[image: Technical apprenticeship career skills]
Technical apprenticeship career skills
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Chapter 10


[image: his unit is about “actively promoting equality of opportunity, diversity and inclusion in your area of responsibility…The ‘area of responsibility’ may be, for example, a branch or department or functional area or an operating site within an organisation.” (Source: NOS unit FM4L 04. Tap this link to read the unit).
This unit is intended for people who are first line or middle managers. 
The generic skills that need to be applied in promoting equality of opportunity, diversity and inclusion in your area of responsibility are as follows:
communicating
leadership
motivating
monitoring
information management
evaluating
valuing and supporting others
consulting
balancing competing needs and interests
influencing and persuading
planning
reporting
decision-making
reviewing
risk management.
These skills are explicit and implicit in the content of this unit.
This unit is taken from the management and leadership suite of units. It identifies performance criteria, things you have specifically done, that need to be evidenced through work products you have produced as part of your work practice. Work products for this unit might be emails you have sent, a report you have written or a policy you have drawn up. All performance criteria for this unit must be covered.
The unit also identifies behaviours. It is expected that you are likely to demonstrate the behaviours listed for this unit through the process of evidencing the performance criteria. 
“…while behaviours are desirable and likely to be demonstrated through performance, they do not need to be assessed. Therefore, behaviours should be used as guidance on how the performance criteria should be achieved, but not assessment in themselves”. (Source: http://www.sqa.org.uk/sqa/14510.html “Behaviours”)
The unit details three types of knowledge that need to be demonstrated through the evidence you produce. You need to show that you not only know, but understand, how this knowledge applies to the theme of the unit in relation to your job role, responsibilities and the sector you are working in. All knowledge points must be evidenced:  
general knowledge and understanding
industry/sector specific knowledge and understanding
context specific knowledge and understanding.
By working through the following case study you will be able to consider whether you are ready to complete the work required for this unit.  
Once you have completed the case study task, consider the guidance that follows to help you focus on what is required to achieve this unit.
 For further reading
Equality Act 2010
http://www.careinspectorate.com 
]
his unit is about “actively promoting equality of opportunity, diversity and inclusion in 
your area of responsibility…The ‘area of responsibility’ may be, for example, a branch 
or department or functional area or an operating site within an organisation.” (Source: 
NOS unit FM4L 04. Tap this link to read the unit).
This unit is intended for people who are first line or middle managers. 
The generic skills that need to be applied in promoting equality of opportunity, diversity and 
inclusion in your area of responsibility are as follows:
๏communicating
๏leadership
๏motivating
๏monitoring
๏information management
๏evaluating
๏valuing and supporting others
๏consulting
๏balancing competing needs and interests
๏influencing and persuading
๏planning
๏reporting
๏decision-making
๏reviewing
๏risk management.
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[image: Promote Equality of Opportunity, Diversity and Inclusion in Your Area of Responsibility 
]
Promote Equality of Opportunity, 
Diversity and Inclusion in Your Area 
of Responsibility 
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[image: technical apprenticeship career skills]
technical apprenticeship career skills
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[image: his unit is about “actively promoting equality of opportunity, diversity and inclusion in your area of responsibility…The ‘area of responsibility’ may be, for example, a branch or department or functional area or an operating site within an organisation.” (Source: NOS unit FM4L 04. Tap this link to read the unit).
This unit is intended for people who are first line or middle managers. 
The generic skills that need to be applied in promoting equality of opportunity, diversity and inclusion in your area of responsibility are as follows:
communicating
leadership
motivating
monitoring
information management
evaluating
valuing and supporting others
consulting
balancing competing needs and interests
influencing and persuading
planning
reporting
decision-making
reviewing
risk management.
These skills are explicit and implicit in the content of this unit.
This unit is taken from the management and leadership suite of units. It identifies performance criteria, things you have specifically done, that need to be evidenced through work products you have produced as part of your work practice. Work products for this unit might be emails you have sent, a report you have written or a policy you have drawn up. All performance criteria for this unit must be covered.
The unit also identifies behaviours. It is expected that you are likely to demonstrate the behaviours listed for this unit through the process of evidencing the performance criteria. 
“…while behaviours are desirable and likely to be demonstrated through performance, they do not need to be assessed. Therefore, behaviours should be used as guidance on how the performance criteria should be achieved, but not assessment in themselves”. (Source: http://www.sqa.org.uk/sqa/14510.html “Behaviours”)
The unit details three types of knowledge that need to be demonstrated through the evidence you produce. You need to show that you not only know, but understand, how this knowledge applies to the theme of the unit in relation to your job role, responsibilities and the sector you are working in. All knowledge points must be evidenced:  
general knowledge and understanding
industry/sector specific knowledge and understanding
context specific knowledge and understanding.
By working through the following case study you will be able to consider whether you are ready to complete the work required for this unit.  
Once you have completed the case study task, consider the guidance that follows to help you focus on what is required to achieve this unit.
 For further reading
Equality Act 2010
http://www.careinspectorate.com 
]
These skills are explicit and implicit in the content of this unit.
This unit is taken from the management and leadership suite of 
units. It identifies performance criteria, things you have 
specifically done, that need to be evidenced through work 
products you have produced as part of your work practice. Work 
products for this unit might be emails you have sent, a report 
you have written or a policy you have drawn up. All performance 
criteria for this unit must be covered.
The unit also identifies behaviours. It is expected that you are 
likely to demonstrate the behaviours listed for this unit through 
the process of evidencing the performance criteria. 
“…while behaviours are desirable and likely to be demonstrated 
through performance, they do not need to be assessed. 
Therefore, behaviours should be used as guidance on how the 
performance criteria should be achieved, but not assessment in 
themselves”. (Source: http://www.sqa.org.uk/sqa/14510.html 
“Behaviours”)
The unit details three types of knowledge that need to be 
demonstrated through the evidence you produce. You need to 
show that you not only know, but understand, how this 
knowledge applies to the theme of the unit in relation to your job 
role, responsibilities and the sector you are working in. All 
knowledge points must be evidenced:  
	general knowledge and understanding

	industry/sector specific knowledge and understanding

	context specific knowledge and understanding.


[image: his unit is about “actively promoting equality of opportunity, diversity and inclusion in your area of responsibility…The ‘area of responsibility’ may be, for example, a branch or department or functional area or an operating site within an organisation.” (Source: NOS unit FM4L 04. Tap this link to read the unit).
This unit is intended for people who are first line or middle managers. 
The generic skills that need to be applied in promoting equality of opportunity, diversity and inclusion in your area of responsibility are as follows:
communicating
leadership
motivating
monitoring
information management
evaluating
valuing and supporting others
consulting
balancing competing needs and interests
influencing and persuading
planning
reporting
decision-making
reviewing
risk management.
These skills are explicit and implicit in the content of this unit.
This unit is taken from the management and leadership suite of units. It identifies performance criteria, things you have specifically done, that need to be evidenced through work products you have produced as part of your work practice. Work products for this unit might be emails you have sent, a report you have written or a policy you have drawn up. All performance criteria for this unit must be covered.
The unit also identifies behaviours. It is expected that you are likely to demonstrate the behaviours listed for this unit through the process of evidencing the performance criteria. 
“…while behaviours are desirable and likely to be demonstrated through performance, they do not need to be assessed. Therefore, behaviours should be used as guidance on how the performance criteria should be achieved, but not assessment in themselves”. (Source: http://www.sqa.org.uk/sqa/14510.html “Behaviours”)
The unit details three types of knowledge that need to be demonstrated through the evidence you produce. You need to show that you not only know, but understand, how this knowledge applies to the theme of the unit in relation to your job role, responsibilities and the sector you are working in. All knowledge points must be evidenced:  
general knowledge and understanding
industry/sector specific knowledge and understanding
context specific knowledge and understanding.
By working through the following case study you will be able to consider whether you are ready to complete the work required for this unit.  
Once you have completed the case study task, consider the guidance that follows to help you focus on what is required to achieve this unit.
 For further reading
Equality Act 2010
http://www.careinspectorate.com 
]
By working through the following case study you will be able to 
consider whether you are ready to complete the work required for 
this unit.  
Once you have completed the case study task, consider the 
guidance that follows to help you focus on what is required to 
achieve this unit.
 For further reading
Equality Act 2010
http://www.careinspectorate.com 
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[image: Case study activity
]
Case study activity
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[image: Niamh works as a team leader in a hostel for people who are single, vulnerable and homeless. She has been asked by her line manager to carry out an equality, diversity and inclusion audit of admissions to the hostel over the past week and those that were not admitted. This is because one of the staff team reported concerns of discrimination when a colleague did not admit someone who was transgender. 
1) Complete the excerpt from the equality audit for Niamh where you note whether you feel the reason for non-admission was justified in accordance with the Equality Act 2010. 
Work through the questions on the Case Study Response Form which you can  get by tapping this link. 
]
Niamh works as a team leader in a hostel for people who are 
single, vulnerable and homeless. She has been asked by her line 
manager to carry out an equality, diversity and inclusion audit of 
admissions to the hostel over the past week and those that were 
not admitted. This is because one of the staff team reported 
concerns of discrimination when a colleague did not admit 
someone who was transgender. 
1) Complete the excerpt from the equality audit for Niamh where 
you note whether you feel the reason for non-admission was 
justified in accordance with the Equality Act 2010. 
Work through the questions on the Case Study Response Form 
which you can  get by tapping this link. 


[image: image-346.png]
[image: Activity to meet performance evidence requirements of the unit
A) Carry out an equality, diversity and inclusion audit of your service to identify where there are inequalities. Refer specifically to the protected characteristics identified in the Equality Act 2010 and where work-based practice does not actively support diversity and inclusion. Write a statement about this process, how you carried out this audit, who you consulted with and why.
B) Record your findings in a report where you document an action plan to determine actions to be taken, by whom, along with timescales to eliminate these inequalities.]
Activity to meet performance evidence requirements of the 
unit
A) Carry out an equality, diversity and inclusion audit of your 
service to identify where there are inequalities. Refer specifically 
to the protected characteristics identified in the Equality Act 2010 
and where work-based practice does not actively support 
diversity and inclusion. Write a statement about this process, 
how you carried out this audit, who you consulted with and why.
B) Record your findings in a report where you document an 
action plan to determine actions to be taken, by whom, along 
with timescales to eliminate these inequalities.
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	Area to cover in statement
	Documentary evidence to 
support claim

	Ensure commitment within your area of 
responsibility to promoting equality of 
opportunity, diversity and inclusion. 
Including making them priority areas in 
terms of informing the vision and 
objectives for your area and planning 
and decision-making.
	
	Ensure that your behaviour, words and 
actions, and those of people working in 
your area of responsibility, support a 
commitment to equality of opportunity, 
diversity and inclusion
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]

	Identify your personal responsibilities 
and liabilities under equality legislation 
and any relevant codes of practice.
	
	Identify the diversity and needs of your 
area’s current customers and potential 
customers and identify areas where 
needs could be better satisfied and 
where the diversity of customers could 
be improved.
	
	Ensure the organisation’s written 
equality, diversity and inclusion policy 
is clearly communicated to everyone in 
your area of responsibility and other 
relevant parties.
	
	Implement the organisation’s written 
equality, diversity and inclusion policy 
in your area, including relevant parts of 
any accompanying organisation-wide 
action plan, seeking and making the 
required resources available.
	
	Ensure regular consultation with 
people in your area of responsibility, or 
their representatives, on equality, 
diversity and inclusion issues.
	
	Seek and make use of specialist 
expertise in relation to equality, 
diversity and inclusion issues.
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[image: C) For each area make a note of any documents that you have produced, emails you have sent, reports you have written, charts you have compiled, that demonstrate how you have promoted equality of opportunity, diversity and inclusion in your area of responsibility. These will be the product evidence to include in your portfolio along with your statements, audits and reports from your audit.
Meeting the knowledge requirements of the unit
D) With the product evidence you are using; provide an explanation for each to outline any of the following points that are relevant:
why they are important to the promotion of equality of opportunity, diversity and inclusion in your area of responsibility ]
C) For each area make a note of any documents that you have 
produced, emails you have sent, reports you have written, charts 
you have compiled, that demonstrate how you have promoted 
equality of opportunity, diversity and inclusion in your area of 
responsibility. These will be the product evidence to include in 
your portfolio along with your statements, audits and reports from 
your audit.
Meeting the knowledge requirements of the unit
D) With the product evidence you are using; provide an 
explanation for each to outline any of the following points that are 
relevant:
๏why they are important to the promotion of equality of 
opportunity, diversity and inclusion in your area of 
responsibility 

[image: how and why you created them
who you involved in creating them and why
legislation that influences what you do and why you do it.
 For further reading
Equality Act 2010
Regulation of Care (Scotland) Act 2001 
E) Legislation assignment
Consider how the above pieces of legislation influence how you promote equality of opportunity, diversity and inclusion in your area of responsibility.  Write a short piece explaining the role they play for you as a manager.

 For further reading
SSSC Codes of Practice for Social Service Workers and Employers
http://www.careinspectorate.com 
F) Care Inspectorate and SSSC Assignment
Think about the influence of the Care Inspectorate and the Scottish Social Services Council. Write a short piece explaining how they influence your practice in relation to the promotion of equality of opportunity, diversity and inclusion in your area of responsibility. Refer to specific aspects of the National Care Standards relevant to the service you work in and specific parts of the SSSC Codes of Practice that inform your work practice.
Present your statement, work products and assignments on legislation, the Care Inspectorate and the SSSC to your assessor. Ensure you have numbered and linked your work products to specific parts of your statement.
We’ve provided a PDF form for the performance statement which you can use. You get get it by tapping the following link and fill them in on your tablet as we showed you earlier:
Performance evidence statement
Alternatively, you can download the form to your PC using this address: 
http://workforcesolutions.sssc.uk.com/AppResources/maProPerfState09.pdf and fill in the form on your computer using Acrobat Reader.]
๏how and why you created them
๏who you involved in creating them and why
๏legislation that influences what you do and why you do it.
 For further reading
Equality Act 2010
Regulation of Care (Scotland) Act 2001 
E) Legislation assignment
Consider how the above pieces of legislation influence how you 
promote equality of opportunity, diversity and inclusion in your 
area of responsibility.  Write a short piece explaining the role they 
play for you as a manager.
 
 For further reading
SSSC Codes of Practice for Social Service Workers and 
Employers
http://www.careinspectorate.com 
F) Care Inspectorate and SSSC Assignment
Think about the influence of the Care Inspectorate and the 
Scottish Social Services Council. Write a short piece explaining 
how they influence your practice in relation to the promotion of 
equality of opportunity, diversity and inclusion in your area of 
responsibility. Refer to specific aspects of the National Care 
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	Area to cover in statement
	Documentary evidence to 
support claim

	Ensure that working arrangements, 
resources and business processes in 
your area of responsibility respond to 
different needs, abilities, values and 
ways of working.
	
	Monitor, review and report to the 
relevant people on progress in relation 
to equality of opportunity, diversity and 
inclusion within your area of 
responsibility, identifying required 
actions and changes to practice.
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[image: how and why you created them
who you involved in creating them and why
legislation that influences what you do and why you do it.
 For further reading
Equality Act 2010
Regulation of Care (Scotland) Act 2001 
E) Legislation assignment
Consider how the above pieces of legislation influence how you promote equality of opportunity, diversity and inclusion in your area of responsibility.  Write a short piece explaining the role they play for you as a manager.

 For further reading
SSSC Codes of Practice for Social Service Workers and Employers
http://www.careinspectorate.com 
F) Care Inspectorate and SSSC Assignment
Think about the influence of the Care Inspectorate and the Scottish Social Services Council. Write a short piece explaining how they influence your practice in relation to the promotion of equality of opportunity, diversity and inclusion in your area of responsibility. Refer to specific aspects of the National Care Standards relevant to the service you work in and specific parts of the SSSC Codes of Practice that inform your work practice.
Present your statement, work products and assignments on legislation, the Care Inspectorate and the SSSC to your assessor. Ensure you have numbered and linked your work products to specific parts of your statement.
We’ve provided a PDF form for the performance statement which you can use. You get get it by tapping the following link and fill them in on your tablet as we showed you earlier:
Performance evidence statement
Alternatively, you can download the form to your PC using this address: 
http://workforcesolutions.sssc.uk.com/AppResources/maProPerfState09.pdf and fill in the form on your computer using Acrobat Reader.]
Standards relevant to the service you work in and specific parts 
of the SSSC Codes of Practice that inform your work practice.
Present your statement, work products and assignments on 
legislation, the Care Inspectorate and the SSSC to your 
assessor. Ensure you have numbered and linked your work 
products to specific parts of your statement.
We’ve provided a PDF form for the performance statement which 
you can use. You get get it by tapping the following link and fill 
them in on your tablet as we showed you earlier:
Performance evidence statement
Alternatively, you can download the form to your PC using this 
address: 
http://workforcesolutions.sssc.uk.com/AppResources/
maProPerfState09.pdf and fill in the form on your computer using 
Acrobat Reader.
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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: 
This Open Badge is available to anybody working in social services who has worked though this eBook. To obtain the badge, you need to provide some evidence of what you have learned and how you have applied that learning to practice.
Criteria
To earn this badge you will need to:
work through the Technical Apprenticeship career skills ebook
tell us about how using the app helped develop your knowledge and understanding of career skills
tell us how you have or intend to apply this knowledge in your day to day practice.
Evidence
You will need to provide a two written statements, of about 100 words, on how using the app helped develop your learning and how you have or intend to put your learning into practice. You can provide your statements on the badge application form or provide a link to your own blog/portfolio. Badge URL: http://learn.sssc.uk.com/s/ob9
If you want to use a blog or ePortfolio entry as evidence, you might find our guide to preparing and publishing your evidence useful.  We will also accept short audio or video statements if you prefer these formats. 
Remember, the evidence you provide will be viewable by anyone who you show your badge to. Please don’t include confidential or private information within your statements.]
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: 
This Open Badge is available to anybody working in social 
services who has worked though this eBook. To obtain the 

[image: 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: 
This Open Badge is available to anybody working in social services who has worked though this eBook. To obtain the badge, you need to provide some evidence of what you have learned and how you have applied that learning to practice.
Criteria
To earn this badge you will need to:
work through the Technical Apprenticeship career skills ebook
tell us about how using the app helped develop your knowledge and understanding of career skills
tell us how you have or intend to apply this knowledge in your day to day practice.
Evidence
You will need to provide a two written statements, of about 100 words, on how using the app helped develop your learning and how you have or intend to put your learning into practice. You can provide your statements on the badge application form or provide a link to your own blog/portfolio. Badge URL: http://learn.sssc.uk.com/s/ob9
If you want to use a blog or ePortfolio entry as evidence, you might find our guide to preparing and publishing your evidence useful.  We will also accept short audio or video statements if you prefer these formats. 
Remember, the evidence you provide will be viewable by anyone who you show your badge to. Please don’t include confidential or private information within your statements.]
badge, you need to provide some evidence of what you have 
learned and how you have applied that learning to practice.
Criteria
To earn this badge you will need to:
๏work through the Technical Apprenticeship career skills 
ebook
๏tell us about how using the app helped develop your 
knowledge and understanding of career skills
๏tell us how you have or intend to apply this knowledge in 
your day to day practice.
Evidence
You will need to provide a two written statements, of about 100 
words, on how using the app helped develop your learning and 
how you have or intend to put your learning into practice. You 
can provide your statements on the badge application form or 
provide a link to your own blog/portfolio. Badge URL: http://
learn.sssc.uk.com/s/ob9
If you want to use a blog or ePortfolio 
entry as evidence, you might find our 
guide to preparing and publishing your 
evidence useful.  We will also accept 
short audio or video statements if you 
prefer these formats. 
Remember, the evidence you provide will be viewable by anyone 
who you show your badge to. Please don’t include confidential or 
private information within your statements.
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You can email you suggestions, ideas etc to  the Digital Learning Team at SSSC.  We look forward to hearing from you.]
This ebook was developed by the Scottish Social Services 
Council (Digital Learning Team). 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 suggestions 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.
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To: JoStafford@daisycareforallages.org.com

Subject: Funding for Staff Qualifications

Urgent

We have been successful in being awarded £20,000 to fund staff to undertake the SVQ they need to
achieve registration with the SSSC for the job role they are in.

There are some conditions on this funding.

*  Money must be spent on staff gaining recognised vocational qualifications which meet
registration requirements with the SSSC for their job role.
All the money must be spent and qualifications achieved and certificated within 18 months.
A monthly progress report must be emailed to the funding organisation stating whether staff are
on target to complete their qualification or not.

It is up to us to determine how many staff we can afford to put through qualifications within this
£20,000 budget. We have a small amount of money left in the staff training budget as a cushion
(£1,000) if we need to go slightly over this amount, however | would prefer not to use this if possible.
If we don't spend all of the £20,000 we have to return any monies not used.

| am keen that we get good quality fraining and that we maximise the number of staff we can get
qualified. This is a great opportunity for us but | want quality to be the priority when you decide
which training provider to use.

| would like you to take this task forward Jo. You will need to find out which staff need qualifications
and which qualification they need. You will then need to source fraining providers for them. They
don’t all have to be with the same training provider.

Sam Jones

CEO Daisy Care for All Ages|
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