
[image: SSSC Logo
]
[image: Creative Commons Licensing logo
]
[image: This work is licensed under the Creative Commons Attribution-ShareAlike 4.0 International License. To view a copy of this license, visit http://creativecommons.org/licenses/by-sa/4.0/.]
This work is licensed under the Creative Commons Attribution-
ShareAlike 4.0 International License. To view a copy of this license, 
visit http://creativecommons.org/licenses/by-sa/4.0/.

[image: Modern Apprenticeship Core Skills

Social services and Health Care level 3]
Modern Apprenticeship 
Core Skills
 
Social services and Health Care level 3


[image: Background
]
[image: Introduction]
Introduction

[image: image-6.png]
[image: modern apprenticeship core skills]
modern apprenticeship core skills

[image: Chapter 1]
Chapter 1

[image: Social Service and Health Care level 3]
Social Service and Health Care level 3


[image: hese eBooks are designed to help and support you whilst you undertake the New Modern Apprenticeships in:
Social Services Children and Young People (CYP)
Social Services and Health Care (SSH)
The books will concentrate on the core skills required. They are designed to provide you with resources in a flexible, innovative and user-friendly way, to help you develop your learning. 



Introduction to Core Skills
Core skills are the broad, transferable skills that help to develop the main capabilities people need to be full, active and responsible members of society.  Core skills contribute to employability, and are a component of Modern Apprenticeships in Scotland.
A National Framework of five core skills has been agreed, and these have been subdivided into components as shown below.]
hese eBooks are designed to help 
and support you whilst you 
undertake the New Modern 
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skills required. They are designed to 
provide you with resources in a flexible, 
innovative and user-friendly way, to help 
you develop your learning. 
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Introduction to Core Skills
Core skills are the broad, transferable 
skills that help to develop the main 
capabilities people need to be full, active 
and responsible members of society.  
Core skills contribute to employability, and 
are a component of Modern 
Apprenticeships in Scotland.
A National Framework of five core skills 
has been agreed, and these have been 
subdivided into components as shown 
below.


[image: image-19.png]
[image: (Source: Scottish Qualifications Authority)
Core Skills Levels
Workplace core skills are defined at different levels.  The level of core skill you will need to complete depends on the Modern Apprenticeship Framework you are working towards.
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Core Skills Levels
Workplace core skills are defined at different levels.  The 
level of core skill you will need to complete depends on the 
Modern Apprenticeship Framework you are working towards.
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	Core Skill
	Component

	Communication
	๏Oral Communication
๏Written Communication

	Numeracy
	๏Using Graphical Information
๏Using Numbers

	Information and Communication 
Technology (ICT)
	๏Accessing Information
๏Providing/Creating 
Information

	Problem-Solving
	๏Critical Thinking
๏Planning and Organising
๏Reviewing and Evaluating

	Working With Others
	๏Working Co-operatively with 
Others
๏Reviewing Co-operative 
Contribution


	Core Skill
	Component

	Communication
	SCQF 5

	Numeracy
	SCQF 4

	Information and Communication 
Technology (ICT)
	SCQF 4

	Problem-Solving
	SCQF 5

	Working With Others
	SCQF 5
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	Core Skill
	Component

	Communication
	SCQF 6

	Numeracy
	SCQF 5

	Information and Communication 
Technology (ICT)
	SCQF 5

	Problem-Solving
	SCQF 6

	Working With Others
	SCQF 6
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	Core Skill
	Component

	Communication
	SCQF 6

	Numeracy
	SCQF 5

	Information and Communication 
Technology (ICT)
	SCQF 5

	Problem-Solving
	SCQF 6

	Working With Others
	SCQF 6
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[image: SVQs are vocational qualifications which focus on specific instances of your work practice in your job role.  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.
Workplace core 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 core skills at the same time these pieces of work also provide evidence for your SVQ. 
]
SVQs are vocational qualifications which focus on specific 
instances of your work practice in your job role.  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.
Workplace core 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 core 
skills at the same time these pieces of work also provide 
evidence for your SVQ. 
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What are Skill Sets?
Skills sets are a series of guidance documents developed by the Scottish Social Services Council (SSSC) in conjunction with employer representatives, the Scottish Centres for Excellence and the awarding bodies Scottish Qualifications Authority (SQA Care) and City & Guilds Scotland to assist employers, assessors and candidates to identify the Scottish Vocational Qualifications (SVQ) units and underpinning knowledge which are most relevant for particular areas of practice in social services in Scotland.
Skills Sets may also be used in identifying appropriate units for Continuous Professional Development purposes and can be used to assist flexibility for staff moving from one service area to another eg from residential childcare care to learning disability. Staff should be able to undertake additional units without the need to undertake a full SVQ again, in order to equip them for the new area of practice.
You can also see the skills sets by visiting http://workforcesolutions.sssc.uk.com/NavOnline/ on your computer or smartphone.
Now you have selected your pathway you are ready to get started.
]
Skill Sets
What are Skill Sets?
Skills sets are a series of guidance documents developed by 
the Scottish Social Services Council (SSSC) in conjunction 
with employer representatives, the Scottish Centres for 
Excellence and the awarding bodies Scottish Qualifications 
Authority (SQA Care) and City & Guilds Scotland to assist 
employers, assessors and candidates to identify the Scottish 
Vocational Qualifications (SVQ) units and underpinning 
knowledge which are most relevant for particular areas of 
practice in social services in Scotland.
Skills Sets may also be used in identifying appropriate units 
for Continuous Professional Development purposes and can 
be used to assist flexibility for staff moving from one service 
area to another eg from residential childcare care to learning 
disability. Staff should be able to undertake additional units 
without the need to undertake a full SVQ again, in order to 
equip them for the new area of practice.
You can also see the skills sets by visiting http://
workforcesolutions.sssc.uk.com/NavOnline/ on your 
computer or smartphone.
Now you have selected your pathway you are ready to get 
started.
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SVQ Links On the following pages there are different tasks you will be asked to complete.  These tasks contribute evidence towards specific core skills but also can contribute evidence towards your SVQ.
Your assessor will be able to assist you with checking that the references you have made to your SVQ are appropriate.
At the bottom of each page we have identified the assessment methods that these tasks equate to if using them as evidence towards your SVQ.  This is to assist in the assessment planning process.
For example:
“Task one could be used as a reflective account”
For some core skills we have also listed possible knowledge points and in some instances performance criteria that you may be able to claim from your written work.  In all instances when you are considering using your work as evidence towards your SVQ it is essential that you check with your assessor first as part of the assessment planning process – these points we have listed are intended as a guide and not as an automatic achievement of these points.  The final assessment decision rests with your assessor.  In most instances we have also listed mandatory SVQ units we feel could link to the work you produce.
For example:
“Task one could contribute evidence towards 32K1, 32K4 , 33K8”
Core Skills Achievement Record
As you complete each task towards your core skills you will be asked to confirm your task completion at the end. Your should update your Achievement Record to help you keep track of the work you have done. There’s an achievement record for:
Numeracy (http://workforcesolutions.sssc.uk.com/MA/AppResources/NumChecklistL6a.pdf)
Information and Communications Technology (http://workforcesolutions.sssc.uk.com/MA/AppResources/ICTChecklistL6a.pdf)
Problem solving (http://workforcesolutions.sssc.uk.com/MA/AppResources/PrSolvChecklistL6a.pdf)
Communication skills (http://workforcesolutions.sssc.uk.com/MA/AppResources/CommChecklistL6a.pdf)
Working with others (http://workforcesolutions.sssc.uk.com/MA/AppResources/WWOChecklistL6a.pdf)
You can either fill them in on your iPad (using a separate PDF editor app) or you can download them from the address listed above and fill them in on your PC or by hand.

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 iBook is fairly simple. the great thing is, once you’ve learned how to use one of our iBooks, you’ve really learned how to use them all.
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.
]
The way it works ...
SVQ Links

On the following pages there are different tasks you will be asked 
to complete.  These tasks contribute evidence towards specific 
core skills but also can contribute evidence towards your SVQ.
Your assessor will be able to assist you with checking that the 
references you have made to your SVQ are appropriate.
At the bottom of each page we have identified the assessment 
methods that these tasks equate to if using them as evidence 
towards your SVQ.  This is to assist in the assessment planning 
process.
For example:
“Task one could be used as a reflective account”
For some core skills we have also listed possible knowledge 
points and in some instances performance criteria that you may 
be able to claim from your written work.  In all instances when 
you are considering using your work as evidence towards your 
SVQ it is essential that you check with your assessor first as part 
of the assessment planning process – these points we have 
listed are intended as a guide and not as an automatic 
achievement of these points.  The final assessment decision 
rests with your assessor.  In most instances we have also listed 
mandatory SVQ units we feel could link to the work you produce.
For example:

[image: The way it works ...
SVQ Links On the following pages there are different tasks you will be asked to complete.  These tasks contribute evidence towards specific core skills but also can contribute evidence towards your SVQ.
Your assessor will be able to assist you with checking that the references you have made to your SVQ are appropriate.
At the bottom of each page we have identified the assessment methods that these tasks equate to if using them as evidence towards your SVQ.  This is to assist in the assessment planning process.
For example:
“Task one could be used as a reflective account”
For some core skills we have also listed possible knowledge points and in some instances performance criteria that you may be able to claim from your written work.  In all instances when you are considering using your work as evidence towards your SVQ it is essential that you check with your assessor first as part of the assessment planning process – these points we have listed are intended as a guide and not as an automatic achievement of these points.  The final assessment decision rests with your assessor.  In most instances we have also listed mandatory SVQ units we feel could link to the work you produce.
For example:
“Task one could contribute evidence towards 32K1, 32K4 , 33K8”
Core Skills Achievement Record
As you complete each task towards your core skills you will be asked to confirm your task completion at the end. Your should update your Achievement Record to help you keep track of the work you have done. There’s an achievement record for:
Numeracy (http://workforcesolutions.sssc.uk.com/MA/AppResources/NumChecklistL6a.pdf)
Information and Communications Technology (http://workforcesolutions.sssc.uk.com/MA/AppResources/ICTChecklistL6a.pdf)
Problem solving (http://workforcesolutions.sssc.uk.com/MA/AppResources/PrSolvChecklistL6a.pdf)
Communication skills (http://workforcesolutions.sssc.uk.com/MA/AppResources/CommChecklistL6a.pdf)
Working with others (http://workforcesolutions.sssc.uk.com/MA/AppResources/WWOChecklistL6a.pdf)
You can either fill them in on your iPad (using a separate PDF editor app) or you can download them from the address listed above and fill them in on your PC or by hand.

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 iBook is fairly simple. the great thing is, once you’ve learned how to use one of our iBooks, you’ve really learned how to use them all.
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.
]
“Task one could contribute evidence towards 32K1, 32K4 , 
33K8”
Core Skills Achievement Record
As you complete each task towards your core skills you will be 
asked to confirm your task completion at the end. Your should 
update your Achievement Record to help you keep track of the 
work you have done. There’s an achievement record for:
	Numeracy (http://workforcesolutions.sssc.uk.com/MA/

AppResources/NumChecklistL6a.pdf)
	Information and Communications Technology (http://

workforcesolutions.sssc.uk.com/MA/AppResources/
ICTChecklistL6a.pdf)
	Problem solving (http://workforcesolutions.sssc.uk.com/MA/

AppResources/PrSolvChecklistL6a.pdf)
	Communication skills (http://workforcesolutions.sssc.uk.com/

MA/AppResources/CommChecklistL6a.pdf)
	Working with others (http://workforcesolutions.sssc.uk.com/

MA/AppResources/WWOChecklistL6a.pdf)
You can either fill them in on your iPad (using a separate PDF 
editor app) or you can download them from the address listed 
above and fill them in on your PC or by hand.
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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 iBook is fairly simple. the great 
thing is, once you’ve learned how to use one of our iBooks, 
you’ve really learned how to use them all.
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: ten we are asked in publications, in written assignments and by assessors to ‘reflect’ on something, to give a reflective account, or to be a ‘reflective practitioner’.  Have you ever wondered what these terms really mean?  Have you thought that you know what they mean, only to be told you are not reflective enough?  In this first part of the app you will have the opportunity to find out for yourself what the word ‘reflect’ means in terms of your academic work and professional practice.  You will be given the skills to enable you to use reflection both in your written and day-to-day work.  This knowledge will also allow you to take a reflective approach when carrying out any of the app activities you choose to do.



What does reflection mean?
Try answering the questions below to find out what you already know about reflective practice.
Write down what you think is meant by the term reflective practice?*
Write down comments on why you think reflective practice is important?
Write what you think is meant by descriptive writing?]
ten we are asked in publications, in 
written assignments and by 
assessors to ‘reflect’ on something, 
to give a reflective account, or to be 
a ‘reflective practitioner’.  Have you ever 
wondered what these terms really mean?  
Have you thought that you know what they 
mean, only to be told you are not reflective 
enough?  In this first part of the app you will 
have the opportunity to find out for yourself 
what the word ‘reflect’ means in terms of 
your academic work and professional 
practice.  You will be given the skills to 
enable you to use reflection both in your 
written and day-to-day work.  This 
knowledge will also allow you to take a 
reflective approach when carrying out any 
of the app activities you choose to do.
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[image: ten we are asked in publications, in written assignments and by assessors to ‘reflect’ on something, to give a reflective account, or to be a ‘reflective practitioner’.  Have you ever wondered what these terms really mean?  Have you thought that you know what they mean, only to be told you are not reflective enough?  In this first part of the app you will have the opportunity to find out for yourself what the word ‘reflect’ means in terms of your academic work and professional practice.  You will be given the skills to enable you to use reflection both in your written and day-to-day work.  This knowledge will also allow you to take a reflective approach when carrying out any of the app activities you choose to do.



What does reflection mean?
Try answering the questions below to find out what you already know about reflective practice.
Write down what you think is meant by the term reflective practice?*
Write down comments on why you think reflective practice is important?
Write what you think is meant by descriptive writing?]
What does reflection mean?
Try answering the questions below to find out 
what you already know about reflective 
practice.
Write down what you think is meant by 
the term reflective practice?*
Write down comments on why you think 
reflective practice is important?
Write what you think is meant by 
descriptive writing?
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* Check ‘Recording your responses to activities’ for step-by-step instructions.
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[image: Question 1: You might have said that reflection involves thinking about your practice, learning from what you have thought about, and then making use of what you have learnt. Genuinely reflective thoughts often reveal weaknesses as well as strengths.
Question 2: 
reflective practice allows you to identify what did go well and what did not go well
reflective practice allows you to make changes and be adaptive in your day-to-day work
reflective practice allows you to consider what you have to offer to the service user and the service in which you work
reflective practice allows you to consider your future practice and what changes need to be made, if any
Question 3: Descriptive writing is a description of people, places, objects or events using appropriate detail.
Writers use details to describe what they see, hear of feel.
Descriptive writing doesn’t require any reflection, analysis or evaluation.
]
Question 1: You might have said that reflection involves thinking 
about your practice, learning from what you have thought about, 
and then making use of what you have learnt. Genuinely 
reflective thoughts often reveal weaknesses as well as strengths.
Question 2: 
๏reflective practice allows you to identify what did go well and 
what did not go well
๏reflective practice allows you to make changes and be 
adaptive in your day-to-day work
๏reflective practice allows you to consider what you have to 
offer to the service user and the service in which you work
๏reflective practice allows you to consider your future practice 
and what changes need to be made, if any
Question 3: Descriptive writing is a description of people, 
places, objects or events using appropriate detail.
Writers use details to describe what they see, hear of feel.
Descriptive writing doesn’t require any reflection, analysis or 
evaluation.

[image: Below are five statements.  Which do you think are written in a reflective way?
I went into the office, got the keys for the medicine cabinet and then I unlocked the cabinet.  I checked the contents of the cabinet before locating X’s Epilim which I then removed and dispensed, using the non-touch, method into a medicine cup.
Recently K was admitted to the service I work in. K has Downs Syndrome and I whilst I knew this was a learning disability related to having an extra chromosome I realised that was the extent of my knowledge.  I decided that in order to provide K with the best care and support I could I needed to develop my knowledge and understanding of Downs Syndrome.  I carried out some personal research and learnt that there are some medical conditions that people with Downs Syndrome have a predisposition to developing, such as Alzheimer’s once they are over 40.  I also learnt that people with Downs Syndrome often have a heart condition.  I discussed what I had learnt with my manager in supervision, as K was 45 and I felt perhaps some of the ways K acted may be linked to possible early onset dementia rather than being explained away as being due to having Downs Syndrome.  My manager encouraged me to make a GP appointment for K so we could explore this possibility further.  In future I will always research things I am not sure of so that I can be more informed about the best ways to offer care and support to the people I work with.
Today Z arrived with her social worker for a pre-admission meeting to see if we could offer the care and support she required.  I showed them around and had a nice chat with Z before making them a cup of tea and introducing them to the duty manager.  Once they had met with my manager they left the building and the visit seemed to have gone well. 
Dignity is such an important area to focus on when working with people. I have always held this view but it was not until I spent time reading about the Human Rights Act 1998 that I realised this valuing of peoples dignity is supported by law.  Article 3 states that people shall not be subjected to degrading treatment.  I spent time thinking about what this meant in practice and realised that the act of covering someone before they take a bath preserves their dignity, that making sure I leave someone once I have assisted them to the toilet and then waiting to be called back by them is more dignified for them than me standing over them watching them and checking when they have finished.
Today when I was out with J at the supermarket she had a seizure.  I made the area around J clear of any obstructions and asked onlookers if they could give us space.  The seizure did not last long and once J had recovered we decided to end our shopping trip for that day and we went back to J’s house and she had a sleep while I wrote a report about the day’s events.
Make a new note by highlighting this line and record your answer here*.
Look at the guidelines below and then write a reflective account of something that relates to your own professional practice:
Choose a piece of your learning/training, for example:
a unit of study you have completed
a training course you have attended
a publication you have read
a journal or government policy document you have read
a piece of professional practice you have undertaken
a day-to-day work activity
Think 
how your training and learning have helped you become more knowledgeable in your professional practice?
how have you used your training and learning in your working practice?
how do you intend to make use of your training and learning to change your future practice?
Theory/research.  Link your learning/training with:
current theory
current policies
current law
previous experience
Evaluate your chosen piece of learning/training.
What aspects have you taken forward into your own practice?
Why?
What aspects were not so positive?
Why?
Future practice 
How do you intend to make changes if any, to your future practice?
What did you learn from the experience?

]
Below are five statements.  Which do you think are written in a 
reflective way?
	I went into the office, got the keys for the medicine cabinet and 

then I unlocked the cabinet.  I checked the contents of the 
cabinet before locating X’s Epilim which I then removed and 
dispensed, using the non-touch, method into a medicine cup.
	Recently K was admitted to the service I work in. K has Downs 

Syndrome and I whilst I knew this was a learning disability 
related to having an extra chromosome I realised that was the 
extent of my knowledge.  I decided that in order to provide K 
with the best care and support I could I needed to develop my 
knowledge and understanding of Downs Syndrome.  I carried 
out some personal research and learnt that there are some 
medical conditions that people with Downs Syndrome have a 
predisposition to developing, such as Alzheimer’s once they 
are over 40.  I also learnt that people with Downs Syndrome 
often have a heart condition.  I discussed what I had learnt 
with my manager in supervision, as K was 45 and I felt 
perhaps some of the ways K acted may be linked to possible 
early onset dementia rather than being explained away as 
being due to having Downs Syndrome.  My manager 
encouraged me to make a GP appointment for K so we could 
explore this possibility further.  In future I will always research 
things I am not sure of so that I can be more informed about 
the best ways to offer care and support to the people I work 
with.

[image: ￼]
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[image: Feedback]

[image: image-59.png]
[image: Below are five statements.  Which do you think are written in a reflective way?
I went into the office, got the keys for the medicine cabinet and then I unlocked the cabinet.  I checked the contents of the cabinet before locating X’s Epilim which I then removed and dispensed, using the non-touch, method into a medicine cup.
Recently K was admitted to the service I work in. K has Downs Syndrome and I whilst I knew this was a learning disability related to having an extra chromosome I realised that was the extent of my knowledge.  I decided that in order to provide K with the best care and support I could I needed to develop my knowledge and understanding of Downs Syndrome.  I carried out some personal research and learnt that there are some medical conditions that people with Downs Syndrome have a predisposition to developing, such as Alzheimer’s once they are over 40.  I also learnt that people with Downs Syndrome often have a heart condition.  I discussed what I had learnt with my manager in supervision, as K was 45 and I felt perhaps some of the ways K acted may be linked to possible early onset dementia rather than being explained away as being due to having Downs Syndrome.  My manager encouraged me to make a GP appointment for K so we could explore this possibility further.  In future I will always research things I am not sure of so that I can be more informed about the best ways to offer care and support to the people I work with.
Today Z arrived with her social worker for a pre-admission meeting to see if we could offer the care and support she required.  I showed them around and had a nice chat with Z before making them a cup of tea and introducing them to the duty manager.  Once they had met with my manager they left the building and the visit seemed to have gone well. 
Dignity is such an important area to focus on when working with people. I have always held this view but it was not until I spent time reading about the Human Rights Act 1998 that I realised this valuing of peoples dignity is supported by law.  Article 3 states that people shall not be subjected to degrading treatment.  I spent time thinking about what this meant in practice and realised that the act of covering someone before they take a bath preserves their dignity, that making sure I leave someone once I have assisted them to the toilet and then waiting to be called back by them is more dignified for them than me standing over them watching them and checking when they have finished.
Today when I was out with J at the supermarket she had a seizure.  I made the area around J clear of any obstructions and asked onlookers if they could give us space.  The seizure did not last long and once J had recovered we decided to end our shopping trip for that day and we went back to J’s house and she had a sleep while I wrote a report about the day’s events.
Make a new note by highlighting this line and record your answer here*.
Look at the guidelines below and then write a reflective account of something that relates to your own professional practice:
Choose a piece of your learning/training, for example:
a unit of study you have completed
a training course you have attended
a publication you have read
a journal or government policy document you have read
a piece of professional practice you have undertaken
a day-to-day work activity
Think 
how your training and learning have helped you become more knowledgeable in your professional practice?
how have you used your training and learning in your working practice?
how do you intend to make use of your training and learning to change your future practice?
Theory/research.  Link your learning/training with:
current theory
current policies
current law
previous experience
Evaluate your chosen piece of learning/training.
What aspects have you taken forward into your own practice?
Why?
What aspects were not so positive?
Why?
Future practice 
How do you intend to make changes if any, to your future practice?
What did you learn from the experience?

]
	Today Z arrived with her social worker for a pre-admission 

meeting to see if we could offer the care and support she 
required.  I showed them around and had a nice chat with Z 
before making them a cup of tea and introducing them to the 
duty manager.  Once they had met with my manager they left 
the building and the visit seemed to have gone well. 
	Dignity is such an important area to focus on when working 

with people. I have always held this view but it was not until I 
spent time reading about the Human Rights Act 1998 that I 
realised this valuing of peoples dignity is supported by law.  
Article 3 states that people shall not be subjected to degrading 
treatment.  I spent time thinking about what this meant in 
practice and realised that the act of covering someone before 
they take a bath preserves their dignity, that making sure I 
leave someone once I have assisted them to the toilet and 
then waiting to be called back by them is more dignified for 
them than me standing over them watching them and checking 
when they have finished.
	Today when I was out with J at the supermarket she had a 

seizure.  I made the area around J clear of any obstructions 
and asked onlookers if they could give us space.  The seizure 
did not last long and once J had recovered we decided to end 
our shopping trip for that day and we went back to J’s house 
and she had a sleep while I wrote a report about the day’s 
events.
Make a new note by highlighting this line and record your answer 
here*.

[image: Below are five statements.  Which do you think are written in a reflective way?
I went into the office, got the keys for the medicine cabinet and then I unlocked the cabinet.  I checked the contents of the cabinet before locating X’s Epilim which I then removed and dispensed, using the non-touch, method into a medicine cup.
Recently K was admitted to the service I work in. K has Downs Syndrome and I whilst I knew this was a learning disability related to having an extra chromosome I realised that was the extent of my knowledge.  I decided that in order to provide K with the best care and support I could I needed to develop my knowledge and understanding of Downs Syndrome.  I carried out some personal research and learnt that there are some medical conditions that people with Downs Syndrome have a predisposition to developing, such as Alzheimer’s once they are over 40.  I also learnt that people with Downs Syndrome often have a heart condition.  I discussed what I had learnt with my manager in supervision, as K was 45 and I felt perhaps some of the ways K acted may be linked to possible early onset dementia rather than being explained away as being due to having Downs Syndrome.  My manager encouraged me to make a GP appointment for K so we could explore this possibility further.  In future I will always research things I am not sure of so that I can be more informed about the best ways to offer care and support to the people I work with.
Today Z arrived with her social worker for a pre-admission meeting to see if we could offer the care and support she required.  I showed them around and had a nice chat with Z before making them a cup of tea and introducing them to the duty manager.  Once they had met with my manager they left the building and the visit seemed to have gone well. 
Dignity is such an important area to focus on when working with people. I have always held this view but it was not until I spent time reading about the Human Rights Act 1998 that I realised this valuing of peoples dignity is supported by law.  Article 3 states that people shall not be subjected to degrading treatment.  I spent time thinking about what this meant in practice and realised that the act of covering someone before they take a bath preserves their dignity, that making sure I leave someone once I have assisted them to the toilet and then waiting to be called back by them is more dignified for them than me standing over them watching them and checking when they have finished.
Today when I was out with J at the supermarket she had a seizure.  I made the area around J clear of any obstructions and asked onlookers if they could give us space.  The seizure did not last long and once J had recovered we decided to end our shopping trip for that day and we went back to J’s house and she had a sleep while I wrote a report about the day’s events.
Make a new note by highlighting this line and record your answer here*.
Look at the guidelines below and then write a reflective account of something that relates to your own professional practice:
Choose a piece of your learning/training, for example:
a unit of study you have completed
a training course you have attended
a publication you have read
a journal or government policy document you have read
a piece of professional practice you have undertaken
a day-to-day work activity
Think 
how your training and learning have helped you become more knowledgeable in your professional practice?
how have you used your training and learning in your working practice?
how do you intend to make use of your training and learning to change your future practice?
Theory/research.  Link your learning/training with:
current theory
current policies
current law
previous experience
Evaluate your chosen piece of learning/training.
What aspects have you taken forward into your own practice?
Why?
What aspects were not so positive?
Why?
Future practice 
How do you intend to make changes if any, to your future practice?
What did you learn from the experience?

]
Look at the guidelines below and then write a reflective account 
of something that relates to your own professional practice:
Choose a piece of your learning/training, for example:
๏a unit of study you have completed
๏a training course you have attended
๏a publication you have read
๏a journal or government policy document you have read
๏a piece of professional practice you have undertaken
๏a day-to-day work activity
Think 
๏how your training and learning have helped you become 
more knowledgeable in your professional practice?
๏how have you used your training and learning in your 
working practice?
๏how do you intend to make use of your training and learning 
to change your future practice?
Theory/research.  Link your learning/training with:
๏current theory
๏current policies
๏current law
๏previous experience
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[image: * Check ‘Recording your responses to activities’ for step-by-step instructions.]
* Check ‘Recording your responses to activities’ for step-by-step instructions.


[image: image-64.png]
[image: Tap/click HERE to see an example of a trainee teacher reading a story to a group of young children and reflecting on the way she has read.]
Tap/click HERE to see an example of a trainee teacher reading a 
story to a group of young children and reflecting on the way she 
has read.
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[image: Activity
Highlight  the ‘My activity note’ text below and add a note to record your reflective account and discuss with your manager 
                   My activity note
]
Activity
Highlight  the ‘My activity note’ text below and add 
a note to record your reflective account and 
discuss with your manager 
                   My activity note
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]

	Assessment Methods

	Observation/Expert Witness could be 
used if the candidate’s assessor 
observed part of this process or if their 
lime manager was consulted with, as 
part of the process.


[image: 

]
 
 

	possible unit links

	31, 32, 33


[image: Below are five statements.  Which do you think are written in a reflective way?
I went into the office, got the keys for the medicine cabinet and then I unlocked the cabinet.  I checked the contents of the cabinet before locating X’s Epilim which I then removed and dispensed, using the non-touch, method into a medicine cup.
Recently K was admitted to the service I work in. K has Downs Syndrome and I whilst I knew this was a learning disability related to having an extra chromosome I realised that was the extent of my knowledge.  I decided that in order to provide K with the best care and support I could I needed to develop my knowledge and understanding of Downs Syndrome.  I carried out some personal research and learnt that there are some medical conditions that people with Downs Syndrome have a predisposition to developing, such as Alzheimer’s once they are over 40.  I also learnt that people with Downs Syndrome often have a heart condition.  I discussed what I had learnt with my manager in supervision, as K was 45 and I felt perhaps some of the ways K acted may be linked to possible early onset dementia rather than being explained away as being due to having Downs Syndrome.  My manager encouraged me to make a GP appointment for K so we could explore this possibility further.  In future I will always research things I am not sure of so that I can be more informed about the best ways to offer care and support to the people I work with.
Today Z arrived with her social worker for a pre-admission meeting to see if we could offer the care and support she required.  I showed them around and had a nice chat with Z before making them a cup of tea and introducing them to the duty manager.  Once they had met with my manager they left the building and the visit seemed to have gone well. 
Dignity is such an important area to focus on when working with people. I have always held this view but it was not until I spent time reading about the Human Rights Act 1998 that I realised this valuing of peoples dignity is supported by law.  Article 3 states that people shall not be subjected to degrading treatment.  I spent time thinking about what this meant in practice and realised that the act of covering someone before they take a bath preserves their dignity, that making sure I leave someone once I have assisted them to the toilet and then waiting to be called back by them is more dignified for them than me standing over them watching them and checking when they have finished.
Today when I was out with J at the supermarket she had a seizure.  I made the area around J clear of any obstructions and asked onlookers if they could give us space.  The seizure did not last long and once J had recovered we decided to end our shopping trip for that day and we went back to J’s house and she had a sleep while I wrote a report about the day’s events.
Make a new note by highlighting this line and record your answer here*.
Look at the guidelines below and then write a reflective account of something that relates to your own professional practice:
Choose a piece of your learning/training, for example:
a unit of study you have completed
a training course you have attended
a publication you have read
a journal or government policy document you have read
a piece of professional practice you have undertaken
a day-to-day work activity
Think 
how your training and learning have helped you become more knowledgeable in your professional practice?
how have you used your training and learning in your working practice?
how do you intend to make use of your training and learning to change your future practice?
Theory/research.  Link your learning/training with:
current theory
current policies
current law
previous experience
Evaluate your chosen piece of learning/training.
What aspects have you taken forward into your own practice?
Why?
What aspects were not so positive?
Why?
Future practice 
How do you intend to make changes if any, to your future practice?
What did you learn from the experience?

]
Evaluate your chosen piece of learning/training.
๏What aspects have you taken forward into your own 
practice?
๏Why?
๏What aspects were not so positive?
๏Why?
Future practice 
๏How do you intend to make changes if any, to your future 
practice?
๏What did you learn from the experience?
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[image: hat is communication?
Communication is an interactive process that involves listening, questioning, understanding and responding.  Communication is not just about the words you use, but also about the way you are speaking, and your body language.  You can communicate both on a one-to-one basis and in a group.  It is the key to establishing and maintaining relationships.
You might find the “Communication and Relationships” ebook produced by SSSC useful reading for this core skill.
]
hat is communication?
Communication is an 
interactive process that 
involves listening, questioning, 
understanding and responding.  
Communication is not just about the 
words you use, but also about the way 
you are speaking, and your body 
language.  You can communicate both on 
a one-to-one basis and in a group.  It is 
the key to establishing and maintaining 
relationships.
You might find the “Communication and 
Relationships” ebook produced by SSSC 
useful reading for this core skill.
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[image: Give examples, from your own practice, of ways in which different methods of communication have been used. How have these different methods helped inform your practice? 
How have these different methods helped the individuals you work with?
Highlight*  the ‘My activity note’ text below and add a note to record your answer.

My activity note]
Give examples, from your own practice, of 
ways in which different methods of 
communication have been used. How 
have these different methods helped 
inform your practice? 
How have these different methods helped 
the individuals you work with?
Highlight*  the ‘My activity note’ text below 
and add a note to record your answer.
 
My activity note

[image: * Check ‘Recording your responses to activities’ for step-by-step instructions.]
* Check ‘Recording your responses to activities’ for step-by-step instructions.
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[image: There are many different methods and techniques for communicating: ]
There are many different methods and techniques for 
communicating: 

[image: Communication – core skill
To achieve this core skill you are required to complete three tasks focusing on reading and understanding; writing; and speaking and listening.
The tasks are as follows:
Task 1: Reading and understanding
You have to read, understand and evaluate a piece of written text that is relevant to your work.
Task 2: Writing
You have to produce a detailed piece of written work that conveys information, opinions or ideas related to your practice.
Task 3: Speaking and listening
You are asked to give a four-minute presentation related to your findings, with additional time for questions, or to contribute to a detailed discussion with your assessor.
Hints for writing Tasks 1 and  2
Write in a logical order.
Use paragraphs and headings, if appropriate.
Express your main ideas first.
Use vocabulary that is familiar to the reader.
Analyse and evaluate.]
Task 3: Speaking and listening
You are asked to give a four-minute presentation related to your 
findings, with additional time for questions, or to contribute to a 
detailed discussion with your assessor.
Hints for writing Tasks 1 and  2
	Write in a logical order.

	Use paragraphs and headings, if appropriate.

	Express your main ideas first.

	Use vocabulary that is familiar to the reader.

	Analyse and evaluate.
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[image: Communication]
Communication

[image: Using objects that have special meaning 
]
Using objects that 
have special meaning 

[image: Sign Language]
Sign Language

[image: Music]
Music

[image: Reading]
Reading

[image: Observation of
behaviour
]
Observation of
behaviour

[image: Smell]
Smell

[image: Playing]
Playing

[image: Taste]
Taste
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Art

[image: Communication – core skill
To achieve this core skill you are required to complete three tasks focusing on reading and understanding; writing; and speaking and listening.
The tasks are as follows:
Task 1: Reading and understanding
You have to read, understand and evaluate a piece of written text that is relevant to your work.
Task 2: Writing
You have to produce a detailed piece of written work that conveys information, opinions or ideas related to your practice.
Task 3: Speaking and listening
You are asked to give a four-minute presentation related to your findings, with additional time for questions, or to contribute to a detailed discussion with your assessor.
Hints for writing Tasks 1 and  2
Write in a logical order.
Use paragraphs and headings, if appropriate.
Express your main ideas first.
Use vocabulary that is familiar to the reader.
Analyse and evaluate.]
Communication – core skill
To achieve this core skill you are required to complete three 
tasks focusing on reading and understanding; writing; and 
speaking and listening.
The tasks are as follows:
Task 1: Reading and understanding
You have to read, understand and evaluate a piece of written 
text that is relevant to your work.
Task 2: Writing
You have to produce a detailed piece of written work that 
conveys information, opinions or ideas related to your practice.
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[image: Activity 1: reading and understanding
Research some theories on human development or attachment that relate to your professional practice.
Use this worksheet to write in the names of the theorists you have read about, and show their principal theory; Choose two of the theorists from your research and write in the boxes below how their principal theories could inform your practice and, write a short case study about human development and/or attachment, using your research-based evidence. Further instructions are on the worksheet for this task. 
]
Activity 1: reading and understanding
Research some theories on human development or 
attachment that relate to your professional practice.
Use this worksheet to write in the names of the 
theorists you have read about, and show their principal 
theory; Choose two of the theorists from your research 
and write in the boxes below how their principal 
theories could inform your practice and, write a short 
case study about human development and/or 
attachment, using your research-based evidence. 
Further instructions are on the worksheet for this task. 
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[image: Activity 2: Writing
Read the article in The Guardian ‘The Gap between Rich and Poor pulls UK down in UN Human Development Stakes’. If you don’t have an internet connection, you can also read the article here.

Using your choice of theorist/s, discuss if their theories on human development could be questioned in modern-day Britain. Highlight  the ‘My activity 2 note’ text below and add a note to record your answer. 

My activity 2 note
]
Activity 2: Writing
Read the article in The Guardian ‘The Gap between 
Rich and Poor pulls UK down in UN Human 
Development Stakes’. If you don’t have an internet 
connection, you can also read the article here.
 
Using your choice of theorist/s, discuss if their 
theories on human development could be questioned 
in modern-day Britain. Highlight  the ‘My activity 2 
note’ text below and add a note to record your answer. 
 
My activity 2 note
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[image: Activity 3: Speaking and listening
Use your research and written evidence to prepare for: a four-minute presentation + question and answer session or an in-depth discussion with your assessor. 
]
Activity 3: Speaking and listening
Use your research and written evidence to prepare for: 
a four-minute presentation + question and answer 
session or an in-depth discussion with your assessor. 
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]

	Assessment Methods

	Observation/Expert Witness could be 
used if the candidate’s assessor 
observed part of this process or if their 
lime manager was consulted with, as 
part of the process.


	possible unit links

	31, 32, 33, 35
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[image: umeracy – Core Skill
To achieve this core skill you are required to complete three tasks focused on your working environment. The focus of the core skill is on transferable numeracy skills.  These skills are: 
using number skills
measuring
using graphical format to find out information
using graphical format to communicate information
The three tasks are as follows:
Task 1: Using number
Using numbers you are asked to apply a wide range of numerical skills to solve work-related problems.
Task 2: Use graphical format to find out information
Use a series of straightforward related graph forms.
Task 3: Use graphical format to communicate information
You are asked to convey information through graphs, charts or diagrams.
You can carry out the calculations using a calculator or other electronic device, e.g. a computer.
You are encouraged to check your answers.
To complete these tasks, you will need to record your answers on this worksheet. You can either fill this in on your iPad using a PDF app which will work with PDF forms, or fill it in on your computer, or by hand.]
umeracy – Core Skill
To achieve this core skill you are 
required to complete three tasks 
focused on your working environment. 
The focus of the core skill is on transferable 
numeracy skills.  These skills are: 
๏using number skills
๏measuring
๏using graphical format to find out 
information
๏using graphical format to communicate 
information
The three tasks are as follows:
Task 1: Using number
Using numbers you are asked to apply a 
wide range of numerical skills to solve work-
related problems.
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Numeracy
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[image: umeracy – Core Skill
To achieve this core skill you are required to complete three tasks focused on your working environment. The focus of the core skill is on transferable numeracy skills.  These skills are: 
using number skills
measuring
using graphical format to find out information
using graphical format to communicate information
The three tasks are as follows:
Task 1: Using number
Using numbers you are asked to apply a wide range of numerical skills to solve work-related problems.
Task 2: Use graphical format to find out information
Use a series of straightforward related graph forms.
Task 3: Use graphical format to communicate information
You are asked to convey information through graphs, charts or diagrams.
You can carry out the calculations using a calculator or other electronic device, e.g. a computer.
You are encouraged to check your answers.
To complete these tasks, you will need to record your answers on this worksheet. You can either fill this in on your iPad using a PDF app which will work with PDF forms, or fill it in on your computer, or by hand.]
Task 2: Use graphical format to find out 
information
Use a series of straightforward related graph 
forms.
Task 3: Use graphical format to 
communicate information
You are asked to convey information through 
graphs, charts or diagrams.
You can carry out the calculations using a 
calculator or other electronic device, e.g. a 
computer.
You are encouraged to check your answers.
To complete these tasks, you will need to 
record your answers on this worksheet. You 
can either fill this in on your iPad using a 
PDF app which will work with PDF forms, or 
fill it in on your computer, or by hand.
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[image: Task 1: Using number
You are preparing a budget for an outing to a local Community Festival for a group of 24 people, two-thirds of whom are children.  The group will be accompanied by adult staff on a 4:1 basis.  

The bus fares, each way, will be £1.50 for adults, with children travelling at 0.5 of the cost.Calculate the return bus fares, showing your working on  the worksheet.
Full-price admission to the Community Festival is £6.75 for adults and £3.25 for children, but there is a 20% discount for groups of 15 or more. Calculate the admission costs, showing your working on  the worksheet.
You have decided to buy one programme, at £2.20, for every fifth person, and to pay £2 for an ice cream for each child. Calculate the spending money, showing your working on  the worksheet.
How much money will be needed to pay for the whole outing? Calculate the total cost, showing your working on  the worksheet.
]
Task 1: Using number
You are preparing a budget for an outing to a local 
Community Festival for a group of 24 people, two-
thirds of whom are children.  The group will be 
accompanied by adult staff on a 4:1 basis.  
 
	The bus fares, each way, will be £1.50 for adults, 

with children travelling at 0.5 of the cost.Calculate 
the return bus fares, showing your working on  the 
worksheet.
	Full-price admission to the Community Festival is 

£6.75 for adults and £3.25 for children, but there is 
a 20% discount for groups of 15 or more. 
Calculate the admission costs, showing your 
working on  the worksheet.
	You have decided to buy one programme, at 

£2.20, for every fifth person, and to pay £2 for an 
ice cream for each child. Calculate the spending 
money, showing your working on  the worksheet.
	How much money will be needed to pay for the 

whole outing? Calculate the total cost, showing 
your working on  the worksheet.

[image: image-138.png]
[image: image-139.png]
[image: What percentage of time was spent on risk assessment? Show your working on the worksheet.

Percentage of time spent on outing coordination (bar chart)













How much more time was spent on correspondence than in transport planning? Show your working on the worksheet.
]
What percentage of time was spent on risk assessment? Show 
your working on the worksheet.
 
Percentage of time spent on outing coordination (bar chart)
 
 
 
 
 
 
 
 
 
 
 
 
 
How much more time was spent on correspondence than in 
transport planning? Show your working on the worksheet.

[image: Task 2: Use graphical format to find out information
Outing planning (pie chart)]
Task 2: Use graphical format to find out 
information
Outing planning (pie chart)
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[image: Task 2: Use graphical format to find out information (ctd.)
Favourite activities (column chart)]
Task 2: Use graphical format to find out information 
(ctd.)
Favourite activities (column chart)

[image: Column chart]
[image: What activity did each group like the best? Show your working on the worksheet.

Did more children have arts and crafts as their favourite activity than time was spent on liaison with the Festival organisers? Show your working on the worksheet.]
What activity did each group like the best? Show your working on 
the worksheet.
 
Did more children have arts and crafts as their favourite activity 
than time was spent on liaison with the Festival organisers? Show 
your working on the worksheet.
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[image: Task 3: Use graphical format to to communicate information]
Task 3: Use graphical format to to communicate 
information

[image: The table below shows a breakdown of the number of minutes spent by each group on each part of the outing.]
The table below shows a breakdown of the number of minutes 
spent by each group on each part of the outing.

[image: 

]

		Adults
	children
	staff

	Transport
	40
	40
	40

	Lunch
	40
	30
	30

	Story telling
	30
	70
	60

	Theatre groups
	70
	60
	50

	Workshops
	100
	60
	40

	Arts and crafts
	20
	40
	40


[image: Choose an appropriate graphical form to represent the above.  Create the graphical form
Process the information in the table so that each figure is the percentage (to two decimal places) of the total time spent by each group on the outing.
Choose an appropriate graphical form to represent the new information.  Create the graphical form. Draw this out or use your computer/iPad to create this and share it with your assessor.

Continued on the next page ...]
•Choose an appropriate graphical form to represent the above.  
Create the graphical form
•Process the information in the table so that each figure is the 
percentage (to two decimal places) of the total time spent by 
each group on the outing.
•Choose an appropriate graphical form to represent the new 
information.  Create the graphical form. Draw this out or use 
your computer/iPad to create this and share it with your 
assessor.
 
Continued on the next page ...
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Task 3: Use graphical format to to communicate 
information

[image: At the Community Festival a local designer was hand-making small items of jewellery and personalised badges.  This was so popular that you have asked him to come to your setting, to run a workshop.  He has agreed to attend at a fixed cost of £110.  He is bringing stock for you to sell to the general public at the end of the session and charging you £1.10 for each item sold.  In order to raise funds, you will be selling on each item for £3.30.  How many items do you need to sell in order to break even?

The break-even formula is give by: B = F/(S - P) where:

B = break-even number
F = fixed cost
S = selling price per item, to you
P = selling price per item, to the general public
]
At the Community Festival a local designer was hand-making 
small items of jewellery and personalised badges.  This was so 
popular that you have asked him to come to your setting, to run a 
workshop.  He has agreed to attend at a fixed cost of £110.  He is 
bringing stock for you to sell to the general public at the end of 
the session and charging you £1.10 for each item sold.  In order 
to raise funds, you will be selling on each item for £3.30.  How 
many items do you need to sell in order to break even?
 
The break-even formula is give by: B = F/(S - P) where:
 
B = break-even number
F = fixed cost
S = selling price per item, to you
P = selling price per item, to the general public
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Task 4:

[image: Research the term ‘quantitative data’ and record your answer in a new note*.
 
Research the term ‘qualitative data’ and and record your answer in a new note*.
]
Research the term ‘quantitative data’ and record your answer in 
a new note*.
 
Research the term ‘qualitative data’ and and record your answer 
in a new note*.

[image: * Check ‘Recording your responses to activities’ for step-by-step instructions.]
* Check ‘Recording your responses to activities’ for step-by-step instructions.
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Task 1
The group comprises 8 adults and 16 children, and there are 6 staff (adults) = 30 people in total
Bus fares each way are:
• 14 adults x £1.50 = £21.00
• 16 children x £0.75 = £12.00
£33.00
Total bus fares for return journey = £66.00
Full price admission to Community Festival:
• 14 adults x £6.75 = £94.50
• 16 children x £3.25 = £52.00
£146.50
Less 20% discount £29.30
£117.20
Spending money:
6 programmes x £2.20 = £13.20
16 ice creams x £2.00 = £32.00
£45.20
Total cost for the outing = £228.40
Task 2
Outing planning
Time spent on risk assessment = 25%
Time spent on outing co-ordination
20% more time was spent on correspondence than transport planning.
Favourite activities
Activities liked the most were: workshops for the adults; story telling for the
children; and workshops for the staff.
Yes, more children had arts and crafts as their favourite activity than time was
spent on liaison with the Festival organisers. 24% v 20%.
Task 3
Shown below are two graphic forms in which the data in the table could be represented.
 

Shown below is a table of the percentages of time spent by each group.


Workshop:
B = break-even number = 50
F = fixed cost = £110
S = selling price to general public = £3.30
P = selling price to you = £1.10
50 = £110/(£3.30 - £1.10)]
Answers for each of the tasks
Task 1
The group comprises 8 adults and 16 children, and there are 6 
staff (adults) = 30 people in total
Bus fares each way are:
• 14 adults x £1.50 = £21.00
• 16 children x £0.75 = £12.00
£33.00
Total bus fares for return journey = £66.00
Full price admission to Community Festival:
• 14 adults x £6.75 = £94.50
• 16 children x £3.25 = £52.00
£146.50
Less 20% discount £29.30
£117.20
Spending money:
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Task 1
The group comprises 8 adults and 16 children, and there are 6 staff (adults) = 30 people in total
Bus fares each way are:
• 14 adults x £1.50 = £21.00
• 16 children x £0.75 = £12.00
£33.00
Total bus fares for return journey = £66.00
Full price admission to Community Festival:
• 14 adults x £6.75 = £94.50
• 16 children x £3.25 = £52.00
£146.50
Less 20% discount £29.30
£117.20
Spending money:
6 programmes x £2.20 = £13.20
16 ice creams x £2.00 = £32.00
£45.20
Total cost for the outing = £228.40
Task 2
Outing planning
Time spent on risk assessment = 25%
Time spent on outing co-ordination
20% more time was spent on correspondence than transport planning.
Favourite activities
Activities liked the most were: workshops for the adults; story telling for the
children; and workshops for the staff.
Yes, more children had arts and crafts as their favourite activity than time was
spent on liaison with the Festival organisers. 24% v 20%.
Task 3
Shown below are two graphic forms in which the data in the table could be represented.
 

Shown below is a table of the percentages of time spent by each group.


Workshop:
B = break-even number = 50
F = fixed cost = £110
S = selling price to general public = £3.30
P = selling price to you = £1.10
50 = £110/(£3.30 - £1.10)]
6 programmes x £2.20 = £13.20
16 ice creams x £2.00 = £32.00
£45.20
Total cost for the outing = £228.40
Task 2
Outing planning
Time spent on risk assessment = 25%
Time spent on outing co-ordination
20% more time was spent on correspondence than transport 
planning.
Favourite activities
Activities liked the most were: workshops for the adults; story 
telling for the
children; and workshops for the staff.
Yes, more children had arts and crafts as their favourite activity 
than time was
spent on liaison with the Festival organisers. 24% v 20%.
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Task 1
The group comprises 8 adults and 16 children, and there are 6 staff (adults) = 30 people in total
Bus fares each way are:
• 14 adults x £1.50 = £21.00
• 16 children x £0.75 = £12.00
£33.00
Total bus fares for return journey = £66.00
Full price admission to Community Festival:
• 14 adults x £6.75 = £94.50
• 16 children x £3.25 = £52.00
£146.50
Less 20% discount £29.30
£117.20
Spending money:
6 programmes x £2.20 = £13.20
16 ice creams x £2.00 = £32.00
£45.20
Total cost for the outing = £228.40
Task 2
Outing planning
Time spent on risk assessment = 25%
Time spent on outing co-ordination
20% more time was spent on correspondence than transport planning.
Favourite activities
Activities liked the most were: workshops for the adults; story telling for the
children; and workshops for the staff.
Yes, more children had arts and crafts as their favourite activity than time was
spent on liaison with the Festival organisers. 24% v 20%.
Task 3
Shown below are two graphic forms in which the data in the table could be represented.
 

Shown below is a table of the percentages of time spent by each group.


Workshop:
B = break-even number = 50
F = fixed cost = £110
S = selling price to general public = £3.30
P = selling price to you = £1.10
50 = £110/(£3.30 - £1.10)]
Task 3
Shown below are two graphic forms in which the data in the table 
could be represented.
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Task 1
The group comprises 8 adults and 16 children, and there are 6 staff (adults) = 30 people in total
Bus fares each way are:
• 14 adults x £1.50 = £21.00
• 16 children x £0.75 = £12.00
£33.00
Total bus fares for return journey = £66.00
Full price admission to Community Festival:
• 14 adults x £6.75 = £94.50
• 16 children x £3.25 = £52.00
£146.50
Less 20% discount £29.30
£117.20
Spending money:
6 programmes x £2.20 = £13.20
16 ice creams x £2.00 = £32.00
£45.20
Total cost for the outing = £228.40
Task 2
Outing planning
Time spent on risk assessment = 25%
Time spent on outing co-ordination
20% more time was spent on correspondence than transport planning.
Favourite activities
Activities liked the most were: workshops for the adults; story telling for the
children; and workshops for the staff.
Yes, more children had arts and crafts as their favourite activity than time was
spent on liaison with the Festival organisers. 24% v 20%.
Task 3
Shown below are two graphic forms in which the data in the table could be represented.
 

Shown below is a table of the percentages of time spent by each group.


Workshop:
B = break-even number = 50
F = fixed cost = £110
S = selling price to general public = £3.30
P = selling price to you = £1.10
50 = £110/(£3.30 - £1.10)]
Shown below is a table of the percentages of time spent by each 
group.
 
 
Workshop:
B = break-even number = 50
F = fixed cost = £110
S = selling price to general public = £3.30
P = selling price to you = £1.10
50 = £110/(£3.30 - £1.10)
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[image: hat is ICT?
Information and communications technology (ICT) refers to all the technology used to handle telecommunications, broadcast media, intelligent building management systems, audiovisual processing and transmission systems, and network-based control and monitoring functions.
Some definitions: 
Software - Software is a general term for the various kinds of programs used to operate computers and related devices.
Hardware - Hardware, in the computer world, refers to the physical components that make up a computer system.

Software Application - Application software is all the computer software that causes a computer to perform useful tasks beyond the running of the computer itself. A specific instance of such software is called a software application, application program, application or app.
Computer hardware and software require each other and neither can be realistically used without the other.
Which of the following is a software application and which of these is hardware?
Keyboard
Microsoft Word
Motherboard
Monitor
]
hat is ICT?
Information and communications 
technology (ICT) refers to all the 
technology used to handle 
telecommunications, broadcast media, 
intelligent building management systems, 
audiovisual processing and transmission 
systems, and network-based control and 
monitoring functions.
Some definitions: 
Software - Software is a general term for the 
various kinds of programs used to operate 
computers and related devices.
Hardware - Hardware, in the computer 
world, refers to the physical components that 
make up a computer system.
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Information and communications technology (ICT) refers to all the technology used to handle telecommunications, broadcast media, intelligent building management systems, audiovisual processing and transmission systems, and network-based control and monitoring functions.
Some definitions: 
Software - Software is a general term for the various kinds of programs used to operate computers and related devices.
Hardware - Hardware, in the computer world, refers to the physical components that make up a computer system.

Software Application - Application software is all the computer software that causes a computer to perform useful tasks beyond the running of the computer itself. A specific instance of such software is called a software application, application program, application or app.
Computer hardware and software require each other and neither can be realistically used without the other.
Which of the following is a software application and which of these is hardware?
Keyboard
Microsoft Word
Motherboard
Monitor
]
Software Application - Application software 
is all the computer software that causes a 
computer to perform useful tasks beyond the 
running of the computer itself. A specific 
instance of such software is called a software 
application, application program, application 
or app.
Computer hardware and software require 
each other and neither can be realistically 
used without the other.
Which of the following is a software 
application and which of these is hardware?
๏Keyboard
๏Microsoft Word
๏Motherboard
๏Monitor
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What is a search engine? 
(adapted from BBC Webwise)
It’s possible to think of the internet as the world’s biggest library - but instead of books, its shelves contain billions of individual web pages. Imagine being in such a vast library. It would take forever to find what you were looking for! 
Every library has an index to help you track down the book you want. The internet has something similar in the form of ‘search engines’. 
Find websites fast 
Search engines are special websites that have indexed billions of pages - and make it easy for you to find a website or page in an instant. 
Popular search engines include Google, Yahoo!, Bing and Ask. 
To get to a search engine you just need to go to your browser’s address bar and type in the address of the search engine website, or you can use the search box that’s usually found in the top right-hand corner of a browser. 
Each search engine works in a similar way. If you go to a search engine’s homepage, you’ll find a single box. You simply type whatever you want to search for into that box. 
Using key words 
If you wanted to search for days out in London, you could type London days out into the search box and then either press ‘Enter’, or click on ‘Search’ or the search symbol (which can be a magnifying glass). You’ll get a list of the most popular web pages that contain the words you typed in. 
You could search again using more key words. So instead of just London days out, you could add the word kids. Now your search results should give you pages relating to days out in London that kids might enjoy. 
You can keep on adding more key words to narrow down your search results further. 
Minus key and quote marks 
If you wanted to exclude certain pages from your search, you could use the minus operator (sign). Therefore, if you only wanted to find indoor attractions, you could add –outdoor to your entry in the search box. This would filter out any results that mention ‘outdoor’ on their web page. 
Another useful trick is to add quote marks around more than one word so they are searched for as one term, rather than each word separately.bbc.co.uk/webwise BBC © 2013 The BBC is not responsible for the content on external websites 
For example, searching for tourist attractions would mean that the search engine looks for any page that contains the word ‘tourist’ and contains the word ‘attractions’ – which could be a site for people who are attracted to tourists! 
By putting quote marks around the words - to make it “tourist attractions” - the search will only look for pages with these words next to each other, as one term. 
Be aware 
You can search for all sorts of information using a search engine - holidays, videos, news articles, music, pictures, maps… The possibilities are endless! But it’s important to remember that search engines are a bit like robots - they don’t check the truthfulness or the reliability of the information they find. 
Also, it’s possible for companies to pay the owners of search engines for their pages to appear at the top of searches or as adverts called ‘sponsored links’ (these typically appear at the top and down the right-hand side of the search results). 
So, just be aware that not all search results are based on the popularity of a site. 
Related Links 
Digital Unite: How to search the internet 
Digital Unite: How to find what you want on the internet  
Build your skills in working and living online: 23Digital capabilities to support practice and learning in social and health services.
 Image of 23 Things website
 
Information and Communication Technology – Core Skill
To achieve this core skill you are required to complete four tasks focusing on the use of ICT activities as part of your everyday work practice.  This unit is about using effective ICT skills to access, process and present information in your workplace setting.
Task 1 - Performing ICT Operations: Carry out ICT activities related to your work 
Task 2 - Processing Information: Carry out a range of non-routine ICT activities related to your work which involve using at least one software application
Task 3 - Finding Information: Use ICT to locate information relevant to your work.  A range of sources will be used and search techniques and search criteria employed.  The search strategy will be evaluated.  The search can be textual information or a graphics, audio or video file.
Task 4 -  Keeping Information Safe: Demonstrate safe practice in using ICT to handle information]
๏Microsoft Excel
๏Mouse
๏Powerpoint
๏Adobe
๏RAM
๏Printer
What is a search engine? 
(adapted from BBC Webwise)
It’s possible to think of the internet as the world’s biggest library - 
but instead of books, its shelves contain billions of individual web 
pages. Imagine being in such a vast library. It would take forever 
to find what you were looking for! 
Every library has an index to help you track down the book you 
want. The internet has something similar in the form of ‘search 
engines’. 
Find websites fast 
Search engines are special websites that have indexed billions of 
pages - and make it easy for you to find a website or page in an 
instant. 
Popular search engines include Google, Yahoo!, Bing and Ask. 

[image: Microsoft Excel
Mouse
Powerpoint
Adobe
RAM
Printer
What is a search engine? 
(adapted from BBC Webwise)
It’s possible to think of the internet as the world’s biggest library - but instead of books, its shelves contain billions of individual web pages. Imagine being in such a vast library. It would take forever to find what you were looking for! 
Every library has an index to help you track down the book you want. The internet has something similar in the form of ‘search engines’. 
Find websites fast 
Search engines are special websites that have indexed billions of pages - and make it easy for you to find a website or page in an instant. 
Popular search engines include Google, Yahoo!, Bing and Ask. 
To get to a search engine you just need to go to your browser’s address bar and type in the address of the search engine website, or you can use the search box that’s usually found in the top right-hand corner of a browser. 
Each search engine works in a similar way. If you go to a search engine’s homepage, you’ll find a single box. You simply type whatever you want to search for into that box. 
Using key words 
If you wanted to search for days out in London, you could type London days out into the search box and then either press ‘Enter’, or click on ‘Search’ or the search symbol (which can be a magnifying glass). You’ll get a list of the most popular web pages that contain the words you typed in. 
You could search again using more key words. So instead of just London days out, you could add the word kids. Now your search results should give you pages relating to days out in London that kids might enjoy. 
You can keep on adding more key words to narrow down your search results further. 
Minus key and quote marks 
If you wanted to exclude certain pages from your search, you could use the minus operator (sign). Therefore, if you only wanted to find indoor attractions, you could add –outdoor to your entry in the search box. This would filter out any results that mention ‘outdoor’ on their web page. 
Another useful trick is to add quote marks around more than one word so they are searched for as one term, rather than each word separately.bbc.co.uk/webwise BBC © 2013 The BBC is not responsible for the content on external websites 
For example, searching for tourist attractions would mean that the search engine looks for any page that contains the word ‘tourist’ and contains the word ‘attractions’ – which could be a site for people who are attracted to tourists! 
By putting quote marks around the words - to make it “tourist attractions” - the search will only look for pages with these words next to each other, as one term. 
Be aware 
You can search for all sorts of information using a search engine - holidays, videos, news articles, music, pictures, maps… The possibilities are endless! But it’s important to remember that search engines are a bit like robots - they don’t check the truthfulness or the reliability of the information they find. 
Also, it’s possible for companies to pay the owners of search engines for their pages to appear at the top of searches or as adverts called ‘sponsored links’ (these typically appear at the top and down the right-hand side of the search results). 
So, just be aware that not all search results are based on the popularity of a site. 
Related Links 
Digital Unite: How to search the internet 
Digital Unite: How to find what you want on the internet  
Build your skills in working and living online: 23Digital capabilities to support practice and learning in social and health services.
 Image of 23 Things website
 
Information and Communication Technology – Core Skill
To achieve this core skill you are required to complete four tasks focusing on the use of ICT activities as part of your everyday work practice.  This unit is about using effective ICT skills to access, process and present information in your workplace setting.
Task 1 - Performing ICT Operations: Carry out ICT activities related to your work 
Task 2 - Processing Information: Carry out a range of non-routine ICT activities related to your work which involve using at least one software application
Task 3 - Finding Information: Use ICT to locate information relevant to your work.  A range of sources will be used and search techniques and search criteria employed.  The search strategy will be evaluated.  The search can be textual information or a graphics, audio or video file.
Task 4 -  Keeping Information Safe: Demonstrate safe practice in using ICT to handle information]
To get to a search engine you just need to go to your browser’s 
address bar and type in the address of the search engine 
website, or you can use the search box that’s usually found in the 
top right-hand corner of a browser. 
Each search engine works in a similar way. If you go to a search 
engine’s homepage, you’ll find a single box. You simply type 
whatever you want to search for into that box. 
Using key words 
If you wanted to search for days out in London, you could type 
London days out into the search box and then either press 
‘Enter’, or click on ‘Search’ or the search symbol (which can be a 
magnifying glass). You’ll get a list of the most popular web pages 
that contain the words you typed in. 
You could search again using more key words. So instead of just 
London days out, you could add the word kids. Now your search 
results should give you pages relating to days out in London that 
kids might enjoy. 
You can keep on adding more key words to narrow down your 
search results further. 
Minus key and quote marks 
If you wanted to exclude certain pages from your search, you 
could use the minus operator (sign). Therefore, if you only 
wanted to find indoor attractions, you could add –outdoor to your 
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What is a search engine? 
(adapted from BBC Webwise)
It’s possible to think of the internet as the world’s biggest library - but instead of books, its shelves contain billions of individual web pages. Imagine being in such a vast library. It would take forever to find what you were looking for! 
Every library has an index to help you track down the book you want. The internet has something similar in the form of ‘search engines’. 
Find websites fast 
Search engines are special websites that have indexed billions of pages - and make it easy for you to find a website or page in an instant. 
Popular search engines include Google, Yahoo!, Bing and Ask. 
To get to a search engine you just need to go to your browser’s address bar and type in the address of the search engine website, or you can use the search box that’s usually found in the top right-hand corner of a browser. 
Each search engine works in a similar way. If you go to a search engine’s homepage, you’ll find a single box. You simply type whatever you want to search for into that box. 
Using key words 
If you wanted to search for days out in London, you could type London days out into the search box and then either press ‘Enter’, or click on ‘Search’ or the search symbol (which can be a magnifying glass). You’ll get a list of the most popular web pages that contain the words you typed in. 
You could search again using more key words. So instead of just London days out, you could add the word kids. Now your search results should give you pages relating to days out in London that kids might enjoy. 
You can keep on adding more key words to narrow down your search results further. 
Minus key and quote marks 
If you wanted to exclude certain pages from your search, you could use the minus operator (sign). Therefore, if you only wanted to find indoor attractions, you could add –outdoor to your entry in the search box. This would filter out any results that mention ‘outdoor’ on their web page. 
Another useful trick is to add quote marks around more than one word so they are searched for as one term, rather than each word separately.bbc.co.uk/webwise BBC © 2013 The BBC is not responsible for the content on external websites 
For example, searching for tourist attractions would mean that the search engine looks for any page that contains the word ‘tourist’ and contains the word ‘attractions’ – which could be a site for people who are attracted to tourists! 
By putting quote marks around the words - to make it “tourist attractions” - the search will only look for pages with these words next to each other, as one term. 
Be aware 
You can search for all sorts of information using a search engine - holidays, videos, news articles, music, pictures, maps… The possibilities are endless! But it’s important to remember that search engines are a bit like robots - they don’t check the truthfulness or the reliability of the information they find. 
Also, it’s possible for companies to pay the owners of search engines for their pages to appear at the top of searches or as adverts called ‘sponsored links’ (these typically appear at the top and down the right-hand side of the search results). 
So, just be aware that not all search results are based on the popularity of a site. 
Related Links 
Digital Unite: How to search the internet 
Digital Unite: How to find what you want on the internet  
Build your skills in working and living online: 23Digital capabilities to support practice and learning in social and health services.
 Image of 23 Things website
 
Information and Communication Technology – Core Skill
To achieve this core skill you are required to complete four tasks focusing on the use of ICT activities as part of your everyday work practice.  This unit is about using effective ICT skills to access, process and present information in your workplace setting.
Task 1 - Performing ICT Operations: Carry out ICT activities related to your work 
Task 2 - Processing Information: Carry out a range of non-routine ICT activities related to your work which involve using at least one software application
Task 3 - Finding Information: Use ICT to locate information relevant to your work.  A range of sources will be used and search techniques and search criteria employed.  The search strategy will be evaluated.  The search can be textual information or a graphics, audio or video file.
Task 4 -  Keeping Information Safe: Demonstrate safe practice in using ICT to handle information]
entry in the search box. This would filter out any results that 
mention ‘outdoor’ on their web page. 
Another useful trick is to add quote marks around more than one 
word so they are searched for as one term, rather than each 
word separately.bbc.co.uk/webwise BBC © 2013 The BBC is not 
responsible for the content on external websites 
For example, searching for tourist attractions would mean that 
the search engine looks for any page that contains the word 
‘tourist’ and contains the word ‘attractions’ – which could be a site 
for people who are attracted to tourists! 
By putting quote marks around the words - to make it “tourist 
attractions” - the search will only look for pages with these words 
next to each other, as one term. 
Be aware 
You can search for all sorts of information using a search engine 
- holidays, videos, news articles, music, pictures, maps… The 
possibilities are endless! But it’s important to remember that 
search engines are a bit like robots - they don’t check the 
truthfulness or the reliability of the information they find. 
Also, it’s possible for companies to pay the owners of search 
engines for their pages to appear at the top of searches or as 
adverts called ‘sponsored links’ (these typically appear at the top 
and down the right-hand side of the search results). 
So, just be aware that not all search results are based on the 
popularity of a site. 
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What is a search engine? 
(adapted from BBC Webwise)
It’s possible to think of the internet as the world’s biggest library - but instead of books, its shelves contain billions of individual web pages. Imagine being in such a vast library. It would take forever to find what you were looking for! 
Every library has an index to help you track down the book you want. The internet has something similar in the form of ‘search engines’. 
Find websites fast 
Search engines are special websites that have indexed billions of pages - and make it easy for you to find a website or page in an instant. 
Popular search engines include Google, Yahoo!, Bing and Ask. 
To get to a search engine you just need to go to your browser’s address bar and type in the address of the search engine website, or you can use the search box that’s usually found in the top right-hand corner of a browser. 
Each search engine works in a similar way. If you go to a search engine’s homepage, you’ll find a single box. You simply type whatever you want to search for into that box. 
Using key words 
If you wanted to search for days out in London, you could type London days out into the search box and then either press ‘Enter’, or click on ‘Search’ or the search symbol (which can be a magnifying glass). You’ll get a list of the most popular web pages that contain the words you typed in. 
You could search again using more key words. So instead of just London days out, you could add the word kids. Now your search results should give you pages relating to days out in London that kids might enjoy. 
You can keep on adding more key words to narrow down your search results further. 
Minus key and quote marks 
If you wanted to exclude certain pages from your search, you could use the minus operator (sign). Therefore, if you only wanted to find indoor attractions, you could add –outdoor to your entry in the search box. This would filter out any results that mention ‘outdoor’ on their web page. 
Another useful trick is to add quote marks around more than one word so they are searched for as one term, rather than each word separately.bbc.co.uk/webwise BBC © 2013 The BBC is not responsible for the content on external websites 
For example, searching for tourist attractions would mean that the search engine looks for any page that contains the word ‘tourist’ and contains the word ‘attractions’ – which could be a site for people who are attracted to tourists! 
By putting quote marks around the words - to make it “tourist attractions” - the search will only look for pages with these words next to each other, as one term. 
Be aware 
You can search for all sorts of information using a search engine - holidays, videos, news articles, music, pictures, maps… The possibilities are endless! But it’s important to remember that search engines are a bit like robots - they don’t check the truthfulness or the reliability of the information they find. 
Also, it’s possible for companies to pay the owners of search engines for their pages to appear at the top of searches or as adverts called ‘sponsored links’ (these typically appear at the top and down the right-hand side of the search results). 
So, just be aware that not all search results are based on the popularity of a site. 
Related Links 
Digital Unite: How to search the internet 
Digital Unite: How to find what you want on the internet  
Build your skills in working and living online: 23Digital capabilities to support practice and learning in social and health services.
 Image of 23 Things website
 
Information and Communication Technology – Core Skill
To achieve this core skill you are required to complete four tasks focusing on the use of ICT activities as part of your everyday work practice.  This unit is about using effective ICT skills to access, process and present information in your workplace setting.
Task 1 - Performing ICT Operations: Carry out ICT activities related to your work 
Task 2 - Processing Information: Carry out a range of non-routine ICT activities related to your work which involve using at least one software application
Task 3 - Finding Information: Use ICT to locate information relevant to your work.  A range of sources will be used and search techniques and search criteria employed.  The search strategy will be evaluated.  The search can be textual information or a graphics, audio or video file.
Task 4 -  Keeping Information Safe: Demonstrate safe practice in using ICT to handle information]
Related Links 
Digital Unite: How to search the internet 
Digital Unite: How to find what you want on the internet  
Build your skills in working and living online: 23Digital capabilities 
to support practice and learning in social and health services.

Information and Communication Technology – 
Core Skill
To achieve this core skill you are required to complete four tasks 
focusing on the use of ICT activities as part of your everyday 
work practice.  This unit is about using effective ICT skills to 
access, process and present information in your workplace 
setting.
[image: Image of 23 Things website
]
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What is a search engine? 
(adapted from BBC Webwise)
It’s possible to think of the internet as the world’s biggest library - but instead of books, its shelves contain billions of individual web pages. Imagine being in such a vast library. It would take forever to find what you were looking for! 
Every library has an index to help you track down the book you want. The internet has something similar in the form of ‘search engines’. 
Find websites fast 
Search engines are special websites that have indexed billions of pages - and make it easy for you to find a website or page in an instant. 
Popular search engines include Google, Yahoo!, Bing and Ask. 
To get to a search engine you just need to go to your browser’s address bar and type in the address of the search engine website, or you can use the search box that’s usually found in the top right-hand corner of a browser. 
Each search engine works in a similar way. If you go to a search engine’s homepage, you’ll find a single box. You simply type whatever you want to search for into that box. 
Using key words 
If you wanted to search for days out in London, you could type London days out into the search box and then either press ‘Enter’, or click on ‘Search’ or the search symbol (which can be a magnifying glass). You’ll get a list of the most popular web pages that contain the words you typed in. 
You could search again using more key words. So instead of just London days out, you could add the word kids. Now your search results should give you pages relating to days out in London that kids might enjoy. 
You can keep on adding more key words to narrow down your search results further. 
Minus key and quote marks 
If you wanted to exclude certain pages from your search, you could use the minus operator (sign). Therefore, if you only wanted to find indoor attractions, you could add –outdoor to your entry in the search box. This would filter out any results that mention ‘outdoor’ on their web page. 
Another useful trick is to add quote marks around more than one word so they are searched for as one term, rather than each word separately.bbc.co.uk/webwise BBC © 2013 The BBC is not responsible for the content on external websites 
For example, searching for tourist attractions would mean that the search engine looks for any page that contains the word ‘tourist’ and contains the word ‘attractions’ – which could be a site for people who are attracted to tourists! 
By putting quote marks around the words - to make it “tourist attractions” - the search will only look for pages with these words next to each other, as one term. 
Be aware 
You can search for all sorts of information using a search engine - holidays, videos, news articles, music, pictures, maps… The possibilities are endless! But it’s important to remember that search engines are a bit like robots - they don’t check the truthfulness or the reliability of the information they find. 
Also, it’s possible for companies to pay the owners of search engines for their pages to appear at the top of searches or as adverts called ‘sponsored links’ (these typically appear at the top and down the right-hand side of the search results). 
So, just be aware that not all search results are based on the popularity of a site. 
Related Links 
Digital Unite: How to search the internet 
Digital Unite: How to find what you want on the internet  
Build your skills in working and living online: 23Digital capabilities to support practice and learning in social and health services.
 Image of 23 Things website
 
Information and Communication Technology – Core Skill
To achieve this core skill you are required to complete four tasks focusing on the use of ICT activities as part of your everyday work practice.  This unit is about using effective ICT skills to access, process and present information in your workplace setting.
Task 1 - Performing ICT Operations: Carry out ICT activities related to your work 
Task 2 - Processing Information: Carry out a range of non-routine ICT activities related to your work which involve using at least one software application
Task 3 - Finding Information: Use ICT to locate information relevant to your work.  A range of sources will be used and search techniques and search criteria employed.  The search strategy will be evaluated.  The search can be textual information or a graphics, audio or video file.
Task 4 -  Keeping Information Safe: Demonstrate safe practice in using ICT to handle information]
Task 1 - Performing ICT Operations: Carry out ICT activities 
related to your work 
Task 2 - Processing Information: Carry out a range of non-
routine ICT activities related to your work which involve using at 
least one software application
Task 3 - Finding Information: Use ICT to locate information 
relevant to your work.  A range of sources will be used and 
search techniques and search criteria employed.  The search 
strategy will be evaluated.  The search can be textual information 
or a graphics, audio or video file.
Task 4 -  Keeping Information Safe: Demonstrate safe practice 
in using ICT to handle information
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Task 1: Performing ICT Operations

[image: Complete a work related report/recording on the computer (this could be daily contact sheets, a personal support plan, a child observation, staff meeting minutes).  To do this write about the process you went through and print out screen shots of this process. Use these questions to guide you:

What hardware did you use?  
What software did you use?  
What did you do to ensure the security and confidentiality of the information you were processing?  
What was the report/recording you were completing?  
Why was it important to use the computer for this activity?

Show your assessor the recording on the screen as well as a hard copy which you have printed out for them to observe and then file.
]
Complete a work related report/recording on the computer 
(this could be daily contact sheets, a personal support plan, a 
child observation, staff meeting minutes).  To do this write about 
the process you went through and print out screen shots of this 
process. Use these questions to guide you:
 
•What hardware did you use?  
•What software did you use?  
•What did you do to ensure the security and confidentiality of the 
information you were processing?  
•What was the report/recording you were completing?  
•Why was it important to use the computer for this activity?
 
Show your assessor the recording on the screen as well as a hard 
copy which you have printed out for them to observe and then file.
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Task 2: Processing Information

[image: Design one of the following:

a) A powerpoint presentation on either GIRFEC or The Equality Act 2010.  In at  least one of the slides include an image, and customise the presentation so that there are entry effects for text.  Print out slides as a hand out.  Organise the slides into a logical flow for the presentation.

b) A database listing suitable venues for outings/excursions for people/children using the service you work in showing relevant data to enable you to compare each activity eg entry cost, disabled access, travel method needed to get there, indoor/outdoor venue, geographic location.  Organise the database into price order, highest entry price first.  Print this page out.  Then organise the data into location with the closest activity being first. Print out this version of the data base.]
Design one of the following:
 
a) A powerpoint presentation on either GIRFEC or The 
Equality Act 2010.  In at  least one of the slides include an 
image, and customise the presentation so that there are entry 
effects for text.  Print out slides as a hand out.  Organise the 
slides into a logical flow for the presentation.
 
b) A database listing suitable venues for outings/excursions 
for people/children using the service you work in showing 
relevant data to enable you to compare each activity eg entry 
cost, disabled access, travel method needed to get there, 
indoor/outdoor venue, geographic location.  Organise the 
database into price order, highest entry price first.  Print this 
page out.  Then organise the data into location with the 
closest activity being first. Print out this version of the data 
base.
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Task 3: Finding information

[image: Select 6 key pieces of legislation relevant to the area you work in and find out about them on the internet/intranet available to you at work. Summarise each piece of legislation you researched. Create a new note to record your answer*.

Write a report about the process you carried out related to your research into these 6 pieces of legislation.  As part of your report include the following:

Detail the search engines you are used for this task, the words you used in the search engine, the specific webpages you targeted and where you used their search function for this task.
How you carried out your search on the internet/intranet, any problems you encountered, anything you found particularly useful
From the information you have found on these pieces of legislation how have you decided which is the most reliable source of information? Which is the most helpful in terms of enabling you to understand the content of that legislation and how it applies to your work role?
Which search engine, or search facility you found the most effective from those you used?  Explain your answer?

]
Select 6 key pieces of legislation relevant to the area you 
work in and find out about them on the internet/intranet 
available to you at work. Summarise each piece of legislation 
you researched. Create a new note to record your answer*.
 
Write a report about the process you carried out related to 
your research into these 6 pieces of legislation.  As part of 
your report include the following:
 
	Detail the search engines you are used for this task, the 

words you used in the search engine, the specific 
webpages you targeted and where you used their search 
function for this task.
	How you carried out your search on the internet/intranet, 

any problems you encountered, anything you found 
particularly useful
	From the information you have found on these pieces of 

legislation how have you decided which is the most reliable 
source of information? Which is the most helpful in terms of 
enabling you to understand the content of that legislation 
and how it applies to your work role?
	Which search engine, or search facility you found the most 

effective from those you used?  Explain your answer?

[image: * Check ‘Recording your responses to activities’ for step-by-step instructions.]
* Check ‘Recording your responses to activities’ for step-by-step instructions.
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Task 4: Keeping information safe

[image: Draw a flow diagram of the process you go through to start up the computer securely at work and to safely shut down the computer at work.
What Virus Protection software is used on the computer in your work setting?

Explain how you ensure information is safe and secure when using your works mobile phone and when using email at work to communicate with work colleagues and other professionals]
Draw a flow diagram of the process you go through to start 
up the computer securely at work and to safely shut down the 
computer at work.
What Virus Protection software is used on the computer in 
your work setting?
 
Explain how you ensure information is safe and secure when 
using your works mobile phone and when using email at work 
to communicate with work colleagues and other professionals
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]

	Assessment Methods

	Observation can be used for each of the 
tasks.

	Activity 1 could be used as a work 
product

	Activity 4 could be used as a project.


	possible unit links

	31Pc30, 33, 34, 35, 37 
31K1, 6, 32, 35, 44

	32Pc13, 36 
32K1, 6, 21, 22, 24, 26

	33Pc 6, 7, 11, 12, 14, 16, 
17
33K1, 4, 9, 11, 12

	35K1, 6, 32, 33, 35
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[image: uch as we may like to try to avoid problems in the workplace they have a horrible habit of showing up.  Problem solving is a crucial skill to develop in order to manage these situations effectively when they occur.
What does “Problem” mean?
]
uch as we may like to try to avoid problems in the workplace they have a horrible 
habit of showing up.  Problem solving is a crucial skill to develop in order to manage 
these situations effectively when they occur.
What does “Problem” mean?
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[image: There is a well known song from the Sound of Music “How do you solve a problem like Maria?” – however the ‘problem’ of Maria was that her skills, abilities and personality were not able to be effectively utilised in the place she was – once she found a place where she could apply these attributes she was able to flourish and reach her potential.
While the word ‘problem’ may conjure up something negative for many people, in social services for children and young people, problem-solving is a positive skill, as it enables you to learn and develop in your practice as you apply problem-solving techniques to situations you encounter.  As these problem-solving skills are put into action, you can store up experience to apply to similar situations in the future.
How to Go About Problem Solving
There are many different methods and techniques for problem solving but broadly speaking problem solving involves reflecting on a situation that has occurred and developing a plan of what to do next to bring about a desired outcome.
Watch this video on problem solving: https://youtu.be/6SVUo2dGcUk 
David A. Kolb is an American educational theorist whose interests and publications focus on experiential learning.  This experiential learning, through reflection, is at the heart of problem-solving.
Problem-Solving – Core Skill
To achieve this core skill you are required to complete three tasks focusing on a work-based problem and progressing through the problem-solving stages to an end outcome.
For this you must use the same problem situation to prove that you can do all the asks within the unit. The three tasks are as follows:
Task 1 – Investigating
Investigate and analyse why a non-routine problem, situation or issue has arisen in your workplace. Devise a course of action to deal with it.
Task 2: Planning and solving
Plan, organise and carry out the course of action
Task 3: Checking and evaluating
Devise criteria to evaluate how well your approach to the problem-solving activity worked in practice. Use criteria and evidence gathered from the implementation of the action plan to draw conclusions and make suggestions for improvements and alternative ways of dealing with similar situations in the future.
]
There is a well known song from the Sound of Music “How do 
you solve a problem like Maria?” – however the ‘problem’ of 
Maria was that her skills, abilities and personality were not able 
to be effectively utilised in the place she was – once she found a 
place where she could apply these attributes she was able to 
flourish and reach her potential.
While the word ‘problem’ may conjure up something negative for 
many people, in social services for children and young people, 
problem-solving is a positive skill, as it enables you to learn and 
develop in your practice as you apply problem-solving techniques 
to situations you encounter.  As these problem-solving skills are 
put into action, you can store up experience to apply to similar 
situations in the future.
How to Go About Problem Solving
There are many different methods and techniques for problem 
solving but broadly speaking problem solving involves reflecting 
on a situation that has occurred and developing a plan of what to 
do next to bring about a desired outcome.

[image: There is a well known song from the Sound of Music “How do you solve a problem like Maria?” – however the ‘problem’ of Maria was that her skills, abilities and personality were not able to be effectively utilised in the place she was – once she found a place where she could apply these attributes she was able to flourish and reach her potential.
While the word ‘problem’ may conjure up something negative for many people, in social services for children and young people, problem-solving is a positive skill, as it enables you to learn and develop in your practice as you apply problem-solving techniques to situations you encounter.  As these problem-solving skills are put into action, you can store up experience to apply to similar situations in the future.
How to Go About Problem Solving
There are many different methods and techniques for problem solving but broadly speaking problem solving involves reflecting on a situation that has occurred and developing a plan of what to do next to bring about a desired outcome.
Watch this video on problem solving: https://youtu.be/6SVUo2dGcUk 
David A. Kolb is an American educational theorist whose interests and publications focus on experiential learning.  This experiential learning, through reflection, is at the heart of problem-solving.
Problem-Solving – Core Skill
To achieve this core skill you are required to complete three tasks focusing on a work-based problem and progressing through the problem-solving stages to an end outcome.
For this you must use the same problem situation to prove that you can do all the asks within the unit. The three tasks are as follows:
Task 1 – Investigating
Investigate and analyse why a non-routine problem, situation or issue has arisen in your workplace. Devise a course of action to deal with it.
Task 2: Planning and solving
Plan, organise and carry out the course of action
Task 3: Checking and evaluating
Devise criteria to evaluate how well your approach to the problem-solving activity worked in practice. Use criteria and evidence gathered from the implementation of the action plan to draw conclusions and make suggestions for improvements and alternative ways of dealing with similar situations in the future.
]
Watch this video on problem solving: https://youtu.be/
6SVUo2dGcUk 
David A. Kolb is an American educational theorist whose 
interests and publications focus on experiential learning.  This 
experiential learning, through reflection, is at the heart of 
problem-solving.
Problem-Solving – Core Skill
To achieve this core skill you are required to complete three 
tasks focusing on a work-based problem and progressing 
through the problem-solving stages to an end outcome.
For this you must use the same problem situation to prove that 
you can do all the asks within the unit. The three tasks are as 
follows:
Task 1 – Investigating
Investigate and analyse why a non-routine problem, situation or 
issue has arisen in your workplace. Devise a course of action 
to deal with it.
Task 2: Planning and solving
Plan, organise and carry out the course of action
Task 3: Checking and evaluating
Devise criteria to evaluate how well your approach to the 
problem-solving activity worked in practice. Use criteria and 
evidence gathered from the implementation of the action plan 
to draw conclusions and make suggestions for improvements 
and alternative ways of dealing with similar situations in the 
future.
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[image: There is a well known song from the Sound of Music “How do you solve a problem like Maria?” – however the ‘problem’ of Maria was that her skills, abilities and personality were not able to be effectively utilised in the place she was – once she found a place where she could apply these attributes she was able to flourish and reach her potential.
While the word ‘problem’ may conjure up something negative for many people, in social services for children and young people, problem-solving is a positive skill, as it enables you to learn and develop in your practice as you apply problem-solving techniques to situations you encounter.  As these problem-solving skills are put into action, you can store up experience to apply to similar situations in the future.
How to Go About Problem Solving
There are many different methods and techniques for problem solving but broadly speaking problem solving involves reflecting on a situation that has occurred and developing a plan of what to do next to bring about a desired outcome.
Watch this video on problem solving: https://youtu.be/6SVUo2dGcUk 
David A. Kolb is an American educational theorist whose interests and publications focus on experiential learning.  This experiential learning, through reflection, is at the heart of problem-solving.
Problem-Solving – Core Skill
To achieve this core skill you are required to complete three tasks focusing on a work-based problem and progressing through the problem-solving stages to an end outcome.
For this you must use the same problem situation to prove that you can do all the asks within the unit. The three tasks are as follows:
Task 1 – Investigating
Investigate and analyse why a non-routine problem, situation or issue has arisen in your workplace. Devise a course of action to deal with it.
Task 2: Planning and solving
Plan, organise and carry out the course of action
Task 3: Checking and evaluating
Devise criteria to evaluate how well your approach to the problem-solving activity worked in practice. Use criteria and evidence gathered from the implementation of the action plan to draw conclusions and make suggestions for improvements and alternative ways of dealing with similar situations in the future.
]
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Task 1: Investigating

[image: Think about a problem has happened at work where an individual has complained about something or where a parent/guardian/family member/friend has complained to you about something.

Set the scene – The Problem:

Where were you? (describe your work context, the area you were in e.g. hall)
What were you doing at the time?
Who else was present?
What happened, what was the problem?

Why do you think this problem happened?  Think about each person involved in the situation – what do you think was their perspective on the situation? Add the characters and their perspective.

Create a new note to record your answer.]
Think about a problem has happened at work where an 
individual has complained about something or where a 
parent/guardian/family member/friend has complained to you 
about something.
 
Set the scene – The Problem:
 
•Where were you? (describe your work context, the area 
you were in e.g. hall)
•What were you doing at the time?
•Who else was present?
•What happened, what was the problem?
 
Why do you think this problem happened?  Think about each 
person involved in the situation – what do you think was their 
perspective on the situation? Add the characters and their 
perspective.
 
Create a new note to record your answer.
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Task 2: Planning and solving

[image: The Action Plan – How you planned to resolve the problem

What did you decide to do in this situation?
Why did you decide to follow this course of action?
What organisational policies and procedures influenced the action you chose to take?  What do these policies/procedures state and in what ways did you follow them?
What legislation influenced your practice?  In what ways did it influence you?
In what ways did the National Care Standards appropriate to your service influence your actions? (apply specific standards to your actions)
In what ways did the SSSC codes of practice influence your actions? (apply specific codes of practice to your actions)

Create a new note to record your answer.]
The Action Plan – How you planned to resolve the problem
 
•What did you decide to do in this situation?
•Why did you decide to follow this course of action?
•What organisational policies and procedures influenced the 
action you chose to take?  What do these policies/
procedures state and in what ways did you follow them?
•What legislation influenced your practice?  In what ways 
did it influence you?
•In what ways did the National Care Standards appropriate 
to your service influence your actions? (apply specific 
standards to your actions)
•In what ways did the SSSC codes of practice influence 
your actions? (apply specific codes of practice to your 
actions)
 
Create a new note to record your answer.
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Task 3: Planning and solving

[image: The Conclusion - Reflecting On What you did and looking to the future

After you had carried out your plan of action describe how you reflected on the situation and the way you acted.
Did you speak with anyone in your workplace about what happened?  If so who did you speak to and why did you speak with them?
Did you feel you had handled the situation effectively – explain your response?
Is there anything you would have done differently?
Did you seek feedback from anyone about the way you had acted in this situation?
What did you learn from this experience?
Looking to the future, if a situation like this were to occur again what would you do and why?
Did you communicate your learning from this situation to your work colleagues?  If so how did you communicate this information to them and why did you feel it was important to do this?

Create a new note to record your answer.]
The Conclusion - Reflecting On What you did and looking to 
the future
 
•After you had carried out your plan of action describe how 
you reflected on the situation and the way you acted.
•Did you speak with anyone in your workplace about what 
happened?  If so who did you speak to and why did you 
speak with them?
•Did you feel you had handled the situation effectively – 
explain your response?
•Is there anything you would have done differently?
•Did you seek feedback from anyone about the way you had 
acted in this situation?
•What did you learn from this experience?
•Looking to the future, if a situation like this were to occur 
again what would you do and why?
•Did you communicate your learning from this situation to 
your work colleagues?  If so how did you communicate this 
information to them and why did you feel it was important to 
do this?
 
Create a new note to record your answer.
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]

	Assessment Methods

	Observation/Expert Witness could be 
used if the candidate’s assessor 
observed part of this process or if their 
line manager was consulted with as part 
of the process

	Activities 1, 2 and 3 could be used as a 
Reflective Account


	possible unit links

	31, 32, 33, 35
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[image: ooperation can be defined as the action or process of working together to the same end.  In social care/health care/childcare settings working together with colleagues, other professionals, family/friends of individuals/children and the individuals/children using the service themselves is key to the smooth running of the service provided.
A strong example of cooperation, working together for the same end, is the way that professionals, officials and members of the public from across the world joined together to support and assist, hope and pray for the safe rescue of the Chilean Miners.  On 5th August 2010 , 33 miners were trapped alive 2300feet under ground and 3 miles from the mine’s entrance.  A combined effort resulted in the safe rescue of all 33 men, at a cost of $20,000, 000, after 69 days of being buried underground.
Sometimes we may feel that we can get things done more quickly and efficiently on our own but there are significant benefits to working cooperatively with others both within and outside of the organisation you work for.  Whilst the main focus of working with others is about the benefit to the individual/child using the service it also benefits us as workers in terms of our professional development.
Multi Agency Working
“Working in collaboration is essential if individuals are to be offered the range of support they require in a timely manner. Multi-agency working is about providing a seamless response to individuals with ]
ooperation can be defined as the 
action or process of working 
together to the same end.  In 
social care/health care/childcare 
settings working together with colleagues, 
other professionals, family/friends of 
individuals/children and the individuals/
children using the service themselves is 
key to the smooth running of the service 
provided.
A strong example of cooperation, working 
together for the same end, is the way that 
professionals, officials and members of the 
public from across the world joined 
together to support and assist, hope and 
pray for the safe rescue of the Chilean 
Miners.  On 5th August 2010 , 33 miners 
were trapped alive 2300feet under ground 
and 3 miles from the mine’s entrance.  A 
combined effort resulted in the safe rescue 
of all 33 men, at a cost of $20,000, 000, 
after 69 days of being buried underground.
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Sometimes we may feel that we can get things done more quickly and efficiently on our own but there are significant benefits to working cooperatively with others both within and outside of the organisation you work for.  Whilst the main focus of working with others is about the benefit to the individual/child using the service it also benefits us as workers in terms of our professional development.
Multi Agency Working
“Working in collaboration is essential if individuals are to be offered the range of support they require in a timely manner. Multi-agency working is about providing a seamless response to individuals with ]
Sometimes we may feel that we can get 
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our own but there are significant benefits to 
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professional development.
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seamless response to individuals with 
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[image: multiple and complex needs. This could be as part of a multidisciplinary team or on an ad hoc basis.”
http://www.scie.org.uk/publications/nqswtool/multiagencyworking/
Drawing on the knowledge, understanding, skills and abilities of others can make us more effective.  As Aesop of Greece put it  “United we stand, divided we fall”.
Joey Deacon became a well known face after appearing on Blue Peter in 1981.  He had been born with cerebral palsy and his speech was unintelligible to most people. In 1970, Joey Deacon began to write his autobiography with three friends. Ernie Roberts (who also had cerebral palsy), had been in hospital since the age of ten, and was able to understand Joey’s speech. Ernie listened to Joey’s dictation and repeated it to another patient, Michael Sangster, who wrote it down in longhand. After proof-reading by Chris Ring, a student who visited the team each week, it was typed by a fourth member of the team, Tom Blackburn, who was initially unable to read or write but taught himself to type in order to help. The forty-four page book took fourteen months to write.
Working With Others – Core Skill
To achieve this core skill you are required to complete two tasks based on working co-operatively with someone as part of your job role.  You must then review how effective you were in this situation in terms of co-operation and how effective others were in terms of their co-operation in the activity.
The focus of this unit is not about how successful the activity was that you engaged in but is about how you went about the activity.  You can use more than one activity to demonstrate your competence across the two tasks.
The two tasks are as follows:
Task 1 : Work Co-operatively with others
Work co-operatively with at least one other person, (who may be a colleague, an individual, the parent of the individual or a family member/friend of the individual using the service you work in), to achieve a common goal
Task 2: Checking and Evaluating
You must check how well you and others involved contributed to the co-operative working activity and/or activities
Before you start these activities look up definitions of the following:
Analyse
Evaluate
Negotiate
Consensus
Motivate
Compromise
]
multiple and complex needs. This could be as part of a 
multidisciplinary team or on an ad hoc basis.”
http://www.scie.org.uk/publications/nqswtool/multiagencyworking/
Drawing on the knowledge, understanding, skills and abilities of 
others can make us more effective.  As Aesop of Greece put it  
“United we stand, divided we fall”.
Joey Deacon became a well known face after appearing on Blue 
Peter in 1981.  He had been born with cerebral palsy and his 
speech was unintelligible to most people. In 1970, Joey Deacon 
began to write his autobiography with three friends. Ernie 
Roberts (who also had cerebral palsy), had been in hospital 
since the age of ten, and was able to understand Joey’s speech. 
Ernie listened to Joey’s dictation and repeated it to another 
patient, Michael Sangster, who wrote it down in longhand. After 
proof-reading by Chris Ring, a student who visited the team each 
week, it was typed by a fourth member of the team, Tom 
Blackburn, who was initially unable to read or write but taught 
himself to type in order to help. The forty-four page book took 
fourteen months to write.
Working With Others – Core Skill
To achieve this core skill you are required to complete two tasks 
based on working co-operatively with someone as part of your 
job role.  You must then review how effective you were in this 
situation in terms of co-operation and how effective others were 
in terms of their co-operation in the activity.
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The two tasks are as follows:
Task 1 : Work Co-operatively with others
Work co-operatively with at least one other person, (who may be a colleague, an individual, the parent of the individual or a family member/friend of the individual using the service you work in), to achieve a common goal
Task 2: Checking and Evaluating
You must check how well you and others involved contributed to the co-operative working activity and/or activities
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The focus of this unit is not about how successful the activity was 
that you engaged in but is about how you went about the activity.  
You can use more than one activity to demonstrate your 
competence across the two tasks.
The two tasks are as follows:
Task 1 : Work Co-operatively with others
Work co-operatively with at least one other person, (who may be 
a colleague, an individual, the parent of the individual or a family 
member/friend of the individual using the service you work in), to 
achieve a common goal
Task 2: Checking and Evaluating
You must check how well you and others involved contributed to 
the co-operative working activity and/or activities
Before you start these activities look up definitions of the 
following:
๏Analyse
๏Evaluate
๏Negotiate
๏Consensus
๏Motivate
๏Compromise
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[image: Pick one of the following situations to focus this piece of work on, based on your recent work practice.

A Personal Support Plan Meeting
Planning an outing/trip/holiday
A Multi agency meeting

Write about your involvement in your chosen area.

Set The Scene – What was the activity, who was involved, why were they involved.  What was your role?  How did you identify and confirm your role and responsibility in this activity?  How did you confirm the role and responsibility of others in this activity.
How did you negotiate with others so that expectations were realistic based on resources available?
How did you ensure consensus was reached?
What changes did you have to make in your original plan, your opinions and your activities based on different situations you encountered?
How did you motivate others through the process to reach a common goal?

Create a new note to record your answer.]
Pick one of the following situations to focus this piece of 
work on, based on your recent work practice.
 
	A Personal Support Plan Meeting

	Planning an outing/trip/holiday

	A Multi agency meeting

 
Write about your involvement in your chosen area.
 
	Set The Scene – What was the activity, who was 

involved, why were they involved.  What was your role?  
How did you identify and confirm your role and 
responsibility in this activity?  How did you confirm the 
role and responsibility of others in this activity.
	How did you negotiate with others so that expectations 

were realistic based on resources available?
	How did you ensure consensus was reached?

	What changes did you have to make in your original 

plan, your opinions and your activities based on 
different situations you encountered?
	How did you motivate others through the process to 

reach a common goal?
 
Create a new note to record your answer.
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Task 2: Checking and evaluating

[image: Use this worksheet to carry out an evaluation of the work you did in Activity1. Once you have completed it, share it with your assessor.

You can either fill out the worksheet on the iPad using a PDF editor app, or you can download and fill it in on your PC or by hand.
]
Use this worksheet to carry out an evaluation of the work you 
did in Activity1. Once you have completed it, share it with 
your assessor.
 
You can either fill out the worksheet on the iPad using a PDF 
editor app, or you can download and fill it in on your PC or by 
hand.
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	Assessment Methods

	Expert Witness could be used if the 
candidate’s line manager observed their 
practice for part or all of this process

	Activities 1 and 2  could be used as a 
Reflective Account.  Parts of activity 2 
could be used as a work product e.g. 
the SWOT Analysis.
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	31, 32, 33, 35
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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 MA Core Skills: Social Service and Health Care Level 3 eBook,
tell us about how using the eBook helped develop your knowledge and understanding of core 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/ob13
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 
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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.
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To earn this badge you will need to:
work through the MA Core Skills: Social Service and Health Care Level 3 eBook,
tell us about how using the eBook helped develop your knowledge and understanding of core 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/ob13
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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 MA Core Skills: Social Service and Health 
Care Level 3 eBook,
๏tell us about how using the eBook helped develop your 
knowledge and understanding of core 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/ob13
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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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.]
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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