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Introduction

This guidance is for all organisations that wish to use this Supporting People In-Service Training
Programme

Rationale

This programme has been developed to enable Support Workers to gain an understanding of
the issues in the workplace and comply with the Quality Assessment Framework (QAF), the
content of which can contribute to working towards an NVQ in Care.. The programme is
designed to give high standards of training as well as work-based experience to which the staff
member will be working to that level already.

Aims

The In-Service Training is designed to:

• Provide the underpinning knowledge for Support Workers within the sector.

• To gain a higher standard of training and give rise to the opportunity of advancement
within the working environment of care.

• To be used towards further development in obtaining higher qualifications

• To develop skills that already exist.

• To develop good working practices.



Programme Suitability
This programme has been designed for support workers who are working with clients in the
Supporting People sector..

Support Workers who have worked with in a Supporting People environment  and have gained
sufficient experience, and support workers who are currently working in the role of a Senior
Worker.

Support Workers who are in employment, as this is a work based knowkedge understanding
and assessment. Support Workers who are not currently in employment may find difficulties
in completing the assignments and would need to make arrangements for work placements to
complete and meet the required standards.

Support Workers need to have sufficient access to their working environment and enough
time management to be able to complete the projects and assignments, with easy access to a
Training Manager

Programme Structure

In order to achieve completion, Support Workers are required to complete the following five
units:

• Assesssment and Support Planning (UNIT ONE)
• Security, Health and Safety (UNIT TWO)
• Safeguarding and Protection from Abuse (UNIT THREE)
• Fair Access, Diversity and Inclusion (UNIT FOUR)
• Client Involvement and Empowerment (UNIT  FIVE)
•    Relevant Legislation (UNIT SIX)

Unit Structure

Each unit of this program comprises 22 notional hours.

The units are specified in the following way:

• Unit title

• Description of unit- a brief description of the contents and purpose of each unit.

• Summary of out comes- statements of what the students will show knowledge of and be
able to understand.

• Content- the knowledge and understanding that should be provided to support the outcomes.

• Assessment criteria- statements linked to each outcome, of how support workers can
demonstrate their knowledge, understanding or ability.

• Guidance- delivery and assessment of the unit and links to other qualifications.



Skills Development
The assessment program should be designed to incorporate the following areas of personal
competence and achievement, which are seen as essential for support workers working in a
central role.

• Understanding the importance of the Induction process.

• Showing high professional standards within the service structure.

• A good understanding of policies and procedures.

• The need for confidentiality of information.

• Health and safety laws and requirements.

• Children and Adult Safeguarding and Protection

• Equality and Diversity.

• Quality management.

• Client Information, Involvement and Empowerment

• Support Planning and Review

• Risk Assessment and Risk Taking

Assessment
The assessment process involves collecting and evaluating types of evidence that demonstrate
a support worker’s achievement and outcomes which is then subject to internal assessment.

The assessment criteria of this program should develop skills and knowledge in accordance
with the unit specifications.

The range of methods and opportunities should include:

•  Self assessment

• Peer assessment

• Assessor assessment

• Written assessment

• Projects and case studies

• Assessor’s observation of support workers performance with in the work role

• Oral presentations and meetings

• Role-plays and simulations

• Appraisals and feedback



Mandatory
Units



Professional Development and Learning

Core units

Unit 1: Assesssment and Support Planning

Unit 2: Security, Health and Safety

Unit 3: Safeguarding and Protection from Abuse

Unit 4: Fair Access, Diversity and Inclusion

Unit 5: Client Involvement and Empowerment

Unit 6:               Relevant Legislation



Unit 1: Assessment and Support Planning
Unit Value: 12
Unit Level: 2-3
Unit Code: INSC0

Description  of Unit
This unit introduces the candidate to the Service and develops the skills and knowledge that
will be needed to deal with assessment and support planning. It seeks to allow the candidate to
recognise basic support and management needs and sets out to help them learn about and
identify quality issues within the service.

Summary of Issues
1. The needs of applicants / clients and any inherent risks are assessed on a consistent and
comprehensive basis prior to a service being offered, or very shortly afterwards as appropriate
to the needs of the client group.

2. All clients have individual outcomes-focussed support and risk management plans that address
the needs and risks identified by the assessment process.

3. Needs / risk assessments and support / risk management plans are reviewed regularly on a
consistent and systematic basis.

4. Needs / risk assessments and support / risk management plans are reviewed regularly on a
consistent and systematic basis.

5. Staff carrying out needs and risk assessments and negotiating support and risk management
plans are competent to do so.

Unit Acievement

Assessor ............................................................................................... Date .................................

Candidate ............................................................................................. Date .................................

Verifiers Comments ............................................................................

............................................................................................................... Date .................................
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All clients receive an assessment of their support needs and any associated risks. All
clients have an up-to-date support and risk management plan. Assessment and
support planning procedures place clients’ views at the centre, are managed by skilled
staff and involve other professional and/or carers as appropriate.

1: The needs of applicants / clients and any inherent risks are assessed on a consistent and
comprehensive basis prior to a service being offered, or very shortly afterwards as appropriate
to the needs of the client group. This standard specifically discourages using risk assessment to
exclude people from services and instead encourages working constructively with the risks an
individual may present. There is an obvious overlap here with core objective:

Unit 4, Fair Access, Diversity and Inclusion.

2: All clients have individual outcomes-focussed support and risk management plans that ad-
dress the needs and risks identified by the assessment process.

‘Control measures’ is the language of Health and Safety legislation and simply means all the
actions a provider takes to prevent, minimise or respond to identified risks.

This Unit now includes a requirement that support plans incorporate SMART objectives.

There are different interpretations of the SMART acronym, as follows:

Specific - Measurable  - Achievable / Agreed - Realistic / Responsible Person Assigned - Timebound

The Quality Assessment Framework (QAF) does not prescribe which one is used but services
should ensure they use it consistently.

3: Needs / risk assessments and support / risk management plans are reviewed regularly on a
consistent and systematic basis. There is a requirement that all needs / risk assessments and
support / risk management plans are “quality monitored internally”. This does not require a
sophisticated internal auditing system, though this may be how some services operate. At its
most basic it requires that a senior person within the service or organisation - the manager of
the staff member writing the support plan, for example – signs off these documents, or a ran-
dom sample of documents, and is therefore able to identify any failure to meet standards and
address this.

 4: Needs and risk assessment, support planning and reviews involve clients and take full ac-
count of their views, preferences and aspirations. This Unit includes the support worker ensur-
ing through good practice, support plans being person-centred.

Person-centred planning has been most visible in social care services for people with learning
disabilities, where a number of different care / support planning tools have been developed. Its
underlying principles, however – independence, choice, control, equality and inclusion - are
applicable to a much wider range of services. A person-centred approach regards the client as
the expert on their own experience. It acknowledges and makes use of their strengths, values,
aspirations, and preferences. The support plan that results may not be a document but a visual
or oral plan such as a drawing, mind map or DVD that encapsulates what the person wants for
themselves and how the service is supporting them to achieve this.

ASSESSMENT AND SUPPORT PLANNING -Rationale
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 Supporting People
 Issues

Knowledge and Understanding Requirements
  To achieve understanding of client centred support,
  a support worker must demonstrate theability to:

   Multi-Disciplinary Team, Inter-
   Agency and Others Involvement

   SMART Objectives

• Establish the nature of Risk Assessment Policy

• State reasons for a ‘written down’ Policy

• Examine reasons for reviews of Risks

• Identify reasons for timely reviews of Policy

•    Discuss reasons for client inclusion in Risk assessment and
      confirmed in policy and procedure

 Risk Assessment management,
 policy and procedure

Clients are involved with their
own Risk assessment

Knowledge and
understanding and following
of Risk Assessment policy and
procedure.

•   Identify Risks associated with clients

Needs and risk assessment tools •   Examine the formats for Risk assessments and how they
     meet client needs

Induction and Training. Needs
and risk assessment

•   Consider the reasons and needs for these issues to be
      incorporated in Induction and Training

•    Assess risks to • Risk to self  • Risk to others (including
       staff and the wider community) • Risks from others
       (including staff and the wider community).

•   Explain why needs and risk assessments may need wider
       involvement, name possible participants

Security Issues, assessments
storage and accessabilty

•    Establish here and how are assessments stored, and
      accessed, discuss appropriate environments for this

•   Confirm how support and risk management plans identify
      control measures to eliminate, minimise or respond to
      identified risks

   Support and Risk Management
   Plans relevance

•   Describe how the support plans incorporate individual
      outcomes which have been negotiated with clients and, if
     appropriate, carers, relatives or other advocates.

   Support Plan Outcomes,
   who is involved

•    Identify the evidence that in short-term accommodation
      based services, move on and resettlement needs are
      addressed from the start of service delivery.

Short term accommodation
issues (may not be applicable)

•   Confirm how support plans incorporate SMART
     objectives that are clearly understood by clients, as
     milestones towards achieving outcomes

•   Describe how you ensure Risks are kept to a minimum

Global Risk Assessments

•   Explain how clear links can be seen between assessment of
      clients needs and associated risks, and there support/risk
     management plans

ASSESSMENT AND SUPPORT PLANNING
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ASSESSMENT AND SUPPORT PLANNING cont.

 Supporting People
 Issues

Knowledge and Understanding Requirements
  To achieve understanding of client centred support,
  a support worker must demonstrate theability to:

.

Security Issues and Client File
accessability

 •     Describe how copies of all support / risk management
        plans are securely stored and accessible to relevant
        staff and clients.

          Other Care and Support
             Arrangements

 •     Explain the services available to clients where required
        when other care and support services are needed and
        provided

•     Discuss the frequency of individual reviews and why
        this should reflect needs and risks that are identified by
        the assessment process.

          Review Frequency

•    Examine why clients’ files must show that all their
       needs have been reviewed with appropriate frequency
       and at least annually
•    Consider why clients’ files must show that risk
       assessments have been reviewed with appropriate
       frequency, following an incident or significant change in
       circumstances, and at least annually.
•    Expand on why Individual’s support and risk
       management plans are revised in response to reviews to
       reflect changing outcomes and objectives.
•    Establish why support and risk management plans
       must record intended review dates.

•    Identify why the needs / risk assessments and support /
       risk management plans are quality monitored
       internally.

          Quality Monitoring

•    Confirm how the procedures state that reviews can be
       initiated at any time by a client and how clients confirm
      this is the case

           Client Inclusion and
              Involvement

•    Describe how evidence of clients’ views being
       incorporated in their support programme
•    State where is the evidence that where clients disagree
       with assessments or reviews their views and reasoning
       are recorded.

•    Confirm how clients have access to their file and how
       they are provided with a copy of assessments and
       reviews.

•    How does the service comply with the Data Protection
       Act

•    Where is the evidence that clients confirm that their
       views have been listened to and taken into account.

 Data Protection

•    Describe how clients confirm that information is made
       available to them to meet their cultural, religious and/or
       lifestyle needs.
•    Explain how clients confirm that they are supported to
       meet their cultural needs and are able to observe their
       religious and cultural customs
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Guidance

This section is primarily aimed at the person delivering the training and certification (the
‘Training Manager’) and covers the following four main areas.

Generating evidence

Where possible, the candidate should find information from within their environment or
associated services such as environmental health departments, registration authorities, day-
centres, meetings, libraries and in-house documentation, such as policies and procedures
including statutory requirements. Most of the statements are work based and evidence should
be available. Discussions can be held with senior staff to answer more complex situations and
judgements, plus the experience of the candidate can be an excellent source of evidence.

Links

NVQ2

HSC21 Communicate With, And Complete Records For Individuals
HSC22 Support The Health And Safety Of Yourself And Others
HSC23  Develop Your Knowledge And Practice
HSC24 Ensure Your Own Actions Support The Care, Protection And Well-Being Of Individuals

NVQ3

HSC31 Promote effective communication for and about individuals
 HSC32 Promote, monitor and maintain health, safety and security in the Working
environment
 HSC33 Reflect on and develop your practice
 HSC35 Promote choice, well-being and the protection of all individuals
Resources

The In-Service Training Programme forms the basis for the training, Units 1–6 supplies the
background to the statements in this  programme and is a format for ensuring continuity in
the process.

Delivery

The In-Service Training Programme has all the forms and templates that can allow the candidate
to complete the programme successfully. Enhancement of answers to a higher level can be
achieved.

Suggested reading

Quality Assessment Framework

Policy and Procedural Manual

Staff Handbook

Welcome Pack

5



Unit 2: Security, Health and Safety
Unit Value: 12
Unit Level: 2-3
Unit Code: INSC02

Description of Unit

This unit continues to help the support worker develop the skills and knowledge that will be
needed to deal with more demanding issues in more depth in away which affect the Security,
Health and Safety of the Individual. It seeks to allow the candidate to recognise a wide range
of interventions that the role may be involved in that can affect the individuals social
circumstances and environment.

Summary of Issues

1. There is a health and safety policy which has been reviewed in the last three  years and is in
accordance with current legislation.

2. The service has a co-ordinated approach to assessing and managing security, health and
safety risks that potentially affect all clients, staff and the wider community.

3. There are appropriate arrangements to enable clients to access help in crisis or emergency.

Unit Achievement

The Candidate has successfully achieved the underpinning knowledge of the above outcomes.

Assessor ............................................................................................... Date .................................

Candidate ............................................................................................. Date .................................

Verifiers Comments ............................................................................

............................................................................................................... Date .................................
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SECURITY, HEALTH AND SAFETY - Rationale

The security, health and safety of all individual clients, staff and the wider commu-
nity are protected.

It now consists of the following three principles.

1. There is a health and safety policy which is less than three years old and is in accordance
with current legislation.

2. The service has a co-ordinated approach to assessing and managing security and health and
safety risks that potentially affect all clients, staff and the wider community.

3. There are appropriate arrangements to enable clients to access help in crisis or emergency.

All health and safety polices and procedures, as appropriate to the service, should meet the
requirements of the following legislation: (Up to date as at February 2009)

•    Health and Safety at Work Act 1974
•    Health and Safety (First Aid) Regulations 1981
•    Consumer Protection Act 1987
•    Furniture and Furnishings (Fire) (Safety) Regulations 1988 (as amended in 1993)
•    Electricity at Work Regulations 1989
•    Management of Houses in Multiple Occupation Regulations 1990 (as amended 2006)
       and local HMO regulations
•    Health and Safety (Display Screen Equipment) Regulations 1992
•    Manual Handling Operations Regulations 1992 (as amended 2002)
•    Electrical Equipment (Safety) Regulations 1994
•    Plugs and Sockets etc. (Safety) Regulations 1994
•    Disability Discrimination Act 1995 (as amended 2005)
•    Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995
•    Food Safety (General Food Hygiene) Regulations 1995 (as amended 2005 and 2006)
•    Health and Safety (Consultation with Employees) Regulations 1996
•    Gas Safety (Installation and Use) Regulations 1998
•    Provision and Use of Work Equipment Regulations 1998
•    Employers’ Liability (Compulsory Insurance) Regulations 1998
•    Management of Health and Safety at Work Regulations 1999
•    Control of Substances Hazardous to Health 2002
•    Regulatory Reform (Fire Safety) Order 2005
•    Smoke-free (Premises and Enforcement) Regulations 2006
•    Smoke-free (Exemptions and Vehicles) Regulations 2007
•    Smoke-free (Signs) Regulations 2007
•    Smoke-free (Vehicle Operators and Penalty Notices) Regulations 2007
•    Construction (Design & Management) Regulations 2007
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While policies are likely to refer to all the legislation as they relate to staff, implementation through
procedures may vary between services. For example, floating support services are not expected to
conduct health and safety inspections within clients’ own homes. Providers may wish to seek
guidance from the HSE on which legislation is appropriate in their services.

2: The service has a co-ordinated approach to assessing and managing security and health and
safety risks that potentially affect all clients, staff and the wider community

This unit makes reference to a “dynamic approach” to risk management and health and safety
inspections to monitor risk.

A dynamic approach to risk management is one which attempts to pre-empt hazards or
incidents through an awareness of potential triggers or risk factors; it proactively responds to
changing circumstances and/or environment rather than waiting for incidents to occur and
then reacting and reviewing the risk assessment. This approach can apply to both individual
client risk assessment and risk assessments of premises and service delivery mechanisms.

The health and safety inspections should be appropriate to both the nature of the service and to
the type of risk identified initially. Initial risk assessments must clearly state the priority
attached to the identified risk and the required regularity of resulting risk checks.

The interpretation of this unit will be different for accommodation-based services and floating
support services, and the evidence assessed should be proportionate to the nature of the service
provided.

3: There are appropriate arrangements to enable clients to access help in crisis or emergency.

The requirement to provide out-of-hours emergency on-call services is subject to the
contractual terms agreed by the Administering Authority and the provider; it is not reasonable
for the Administering Authority to require the provision of an out-of-hours on-call service where
this was not specified in the contract for the service.

However, by providing clients with contact numbers of other service providers able to respond
out-of-hours, providers can comply with the standard.
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 Supporting People
 Issues

Knowledge and Understanding Requirements
  To achieve understanding of client centred support,
  a support worker must demonstrate theability to:

•     Clients and staff can correctly describe the arrangements.

    Health and Safey Induction •     Describe how health and safety procedures are covered in
         staff induction.

•     Explain how health and safety procedures and the impact
         on your work.

     Health and Safety Impacts •     Describe how you are consulted on the health and safety
         policy and procedures.

•     Describe how clients confirm they are aware of the health
         and safety procedures

•     Examine how formal procedure’s exists for conducting risk
         assessments

•     Explain how the risk assessment procedure is
         documented and how it covers all potential risks (other
         than risks to the individual clients) and appropriate
         information sharing mechanisms.

•     Describe the approach to risk assessment.    Risk Assessment Approach

•     Confirm how Risk assessments of the service and any
         premises within which the service is delivered, are
         conducted at service inception and with appropriate
         frequency thereafter, following an incident, and at least
         annually.

•     Identify when and where there are regular health and
         safety inspections to monitor risk.

•     Expand on where to find out  where there are records of the
         inspections, participants, key findings and action taken.

•     Explain where staff work alone, risk assessments specifically
         address the risks faced by lone workers and clients.    Lone Working Arrangements
•     Descibe the lone working policy that sets out procedures to
         minimise the risks to people working alone and to clients.

•       Confirm Emergency call-out and out-of-hours support
         arrangements are documented and publicised to clients in
         ways appropriate to their needs.

•     Clients and staff understand both the emergency call-out
         procedures and any out-of-hours support procedures.

Emergency Arrangements

SECURITY, HEALTH AND SAFETY
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Guidance

This section is primarily aimed at the person delivering the training and certification (the
‘Training Manager’) and covers the following four main areas.

Generating evidence

Where possible, the candidate should find information from within their environment or
associated services such as environmental health departments, registration authorities, day-
centres, meetings, libraries and in-house documentation, such as policies and procedures
including statutory requirements. Most of the statements are work based and evidence should
be available. Discussions can be held with senior staff to answer more complex situations and
judgements, plus the experience of the candidate can be an excellent source of evidence.

Links

NVQ2

HSC21 Communicate With, And Complete Records For Individuals
HSC22 Support The Health And Safety Of Yourself And Others
HSC23  Develop Your Knowledge And Practice
HSC24 Ensure Your Own Actions Support The Care, Protection And Well-Being Of  Individuals

NVQ3

HSC31 Promote effective communication for and about individuals
HSC32 Promote, monitor and maintain health, safety and security in the Working
environment
HSC33 Reflect on and develop your practice
HSC35 Promote choice, well-being and the protection of all individuals

Resources

The In-Service Training Programme forms the basis for the training, Units 1 – 6 supplies the
background to the statements in this vocational programme and is a format for ensuring
continuity in the process.

Delivery

The In-Service Training Programme has all the forms and templates that can allow the candidate
to complete the programme successfully. Enhancement of answers to a higher level can be
achieved.

Suggested reading

Quality Assessment Framework

Policy and Procedural Manuals

Staff Handbook

Welcome Pack
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Unit 3: Safeguarding and Protection from Abuse
Unit Value: 12
Unit Level: 2-3
Unit Code: INSC03

Description of Unit

This unit continues to help the support worker develop the skills and knowledge that will be
required to maintain the safeguarding and protection from Abuse to Children and Adults and
protect their health, welfare and safety.

Summary of Issues

To achieve this unit the support worker must know and understand:

1. There are robust policies and procedures for safeguarding and protecting adults and children,
that are less than three years old and in accordance with current legislation.

2. Staff are aware of policies and procedures and their practice both safeguards clients and
children and promotes understanding of abuse.

3. Staff are made aware of and understand their professional boundaries and their practice
reflects this.

4. Clients understand what abuse is and know how to report concerns

5. The service is committed to participating in a multi-agency approach to safeguarding
vulnerable adults and children

Unit Achievement

The Candidate has successfully achieved the underpinning knowledge of the above outcomes.

Assessor ............................................................................................... Date .................................

Candidate ............................................................................................. Date .................................

Verifiers Comments ............................................................................

............................................................................................................... Date .................................
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SAFEGUARDING AND PROTECTION FROM ABUSE - Rationale

There is a commitment to safeguarding the welfare of adults and children using or
visiting the service and to working in partnership to protect vulnerable groups from
abuse.

It now consists of the following five standards:

1. There are robust policies and procedures for safeguarding and protecting adults and
children, that are less than three years old and in accordance with current legislation.

2. Staff are aware of policies and procedures and their practice both safeguards  clients and
children and promotes understanding of abuse.

3. Staff are made aware of and understand their professional boundaries and their practice
reflects this.

4. Clients understand what abuse is and know how to report concerns.

5. The service is committed to participating in a multi-agency approach to safeguarding
vulnerable adults and children.

This is an area where practice and law have changed significantly since the original QAF.
There is now a much stronger emphasis on multi-agency working and the role of everyone in
alerting authorities about suspected abuse. It is key that agencies working with children and/
or vulnerable adults understand their role and the role of other agencies.  Training Managers
should bear in mind when validating these units what is appropriate for the type of service and
for the client group concerned.   .

A provider’s role can involve more than being an alerter, depending upon the multi-agency
strategy that is agreed in response to the alert – for example, it may be decided that the
provider should investigate and report back or provider might suspend or dismiss a staff
member or adopt a strategy for managing abuse of one service user by another.

For child protection issues it may be helpful to think of services as one of four types:

• Services where children are known to live
• Services where children may live
• Services where children may visit
• Services where children neither live or visit, but clients may have access to children

The concept of “proportionality” is an important one in assessing whether the evidence
available is sufficient to demonstrate attainment of individual standards.

The nature and detail of the policies and procedures in place to safeguard children will be in
proportion to the frequency and/or amount of contact the staff and clients have with children,
and the level of potential risk identified.

While all services are expected to have a policy and reporting procedures, the degree of
training and involvement in investigations will vary between services.
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1: There are robust policies and procedures for safeguarding and protecting adults and
children that are less than three years old and in accordance with current legislation.

The procedures should:

•   address physical, sexual psychological, financial or material and discriminatory abuse
     and acts of neglect or omission;
•   specifically address safeguarding and protecting children;
•   be informed by local safeguarding adults and children policies and procedures;
•   be in accordance with the Department of Health guidance “No Secrets”, the Safeguarding
     Vulnerable Groups Act 2006 and the Children Act 2004, and make reference to local
     authority policies and procedures for safeguarding vulnerable adults and children;
•   be in accordance with the Mental Capacity Act 2005 and contain clear guidance on
     information sharing and disclosure without consent;
•   be clear about disclosing to external organisations (such as Supporting People or the local
     authority Child Protection Advisor);
•   cover both staff and volunteers; and
•   designate a trained and supported safeguarding lead.

Forthcoming changes

The Government has developed a new vetting scheme as set out in the Safeguarding Vulner-
able Groups Act 2006. Whilst some of the details of the scheme have yet to be decided upon,
and will be contained in secondary legislation, it will differ from the existing scheme in the
following, important, ways:

•   It will enable wider access to the range of checks;
•   It will widen the pool of people vetted.  It is proposed to include through regulation all
     Supporting People funded services.
•   Provided the employee has entered the system through an initial CRB disclosure on
     entering the social care workforce, it is proposed that employers will be able to access a
     quick online check to confirm the person’s “barred status”; and
•   The scheme will enable the employer to be directly informed of any change in an
     employee’s barred status.

The Independent Safeguarding Authority (ISA) was introduced in January 2009 as part of the
Act.  The ISA will work with the Criminal Records Bureau (CRB) in deciding who will be on the
barred ISA list.  The decision to bar a person working or volunteering with vulnerable adults
and children will be made by the ISA as opposed to a Ministerial decision, as in the past.

The existing barred lists, List 99, PoCA (Protection of Children Act) and PoVA (Protection of
Vulnerable Adults) will be replaced by the two separate ISA lists for people working (1) chil-
dren and (2) vulnerable adults.

Further implications from the Vulnerable Groups Act 2006 will be introduced throughout the
next year.

Further information on how the ISA works in practice, and the implications for employers, can
be found at: www.isa-gov.org.uk and www.dh.gov.uk/pova
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The “No Secrets” guidance on developing multi-agency policies and procedures to protect
vulnerable adults from abuse is currently under review by the Department of Health. It is
possible that legislation may change as a result of this review, bringing with it implications for
providers. A “planned approach” simply means that a provider has pre-empted the potential
actions it might need to take to respond to suspicions or allegations of abuse.

2: Staff are aware of policies and procedures and their practice both safeguards clients and
children and promotes understanding of abuse.

“Specialist training” may include training, such as mental health or cultural awareness, or
responding to different communication needs. This can not only reduce the potential for abuse
through neglect or acts of omission, but also by addressing risk factors which might make
clients more vulnerable to abuse.  It may also mean accessing training by the local authority
on its own safeguarding procedures.  Administering Authorities are encouraged to make this
available to Supporting People service providers.

3: Staff are made aware of and understand their professional boundaries and their practice
reflects this. Personal benefit could include, for example, through the provision of financial
advice, power of attorney, handling clients’ money, managing improvement works or in
allocating housing or contracts. A service-led response will enable staff to maintain consistent
boundaries.

4: Clients understand what abuse is and know how to report concerns. A number of standards
within the QAF require clients to confirm their knowledge and/or understanding of particular
policies or procedures. The nature of the service provided and support needs of clients, should
be taken into account when assessing this. Reporting concerns outside the organisation will
include the same “appropriate authorities” referred to in unit 2.

5: The service can demonstrate its commitment to participating in a multi-agency approach to
safeguarding vulnerable adults and children. It is accepted that providers cannot be held
accountable for an effective multi-agency approach as this depends on the actions of other
partners.  The wording of the standard reflects this. The Common Assessment Framework
(CAF): The CAF is a standardised approach to conducting an assessment of a child's additional
needs and deciding how those needs should be met.  It can be used by practitioners across all
children's services in all local areas in England. It aims to help early identification of need,
promote co-ordinated service provision and reduce the number of assessments that some
children and young people go through.

MAPPA (Multi-Agency Public Protection Arrangements) is a process for assessing and
managing risks to the community posed by several categories of high-risk offenders, for
example, Registered Sex Offenders, and is led by the Police, Probation and Prison Services.
This information is then shared with other relevant agencies to promote community safety.

The requirement to engage in MAPPA applies wherever an individual client has been identi-
fied as a high-risk offender and the service is made aware of this; this does not just apply to
services for ex-offenders or those at risk of offending.

MARAC (Multi-Agency Risk Assessment Conferencing) is a process for identifying victims of
domestic abuse most at risk from violence in the future, based on a risk assessment conducted
by police officers attending an incident of domestic abuse. This information is then shared with
other relevant agencies to promote the safety of abuse victims and their children.
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 Supporting People
 Issues

•     Describe how abuse procedures address both adults and
         children needs and how do they comply with good
         practice.

    Abuse Policy

    Recruitment Procedure

    Whistle Blowing

•       Expand on  how recruitment checks, including professional
         references and CRB checks, for staff and volunteers are
         made.

•     Explain the whistle blowing procedure in accordance with
         the Public Interest Disclosure Act 1998.

•     Where are Individual client risk assessments which address
         the potential for abuse from others.

    Client Risk Assessment storage

•     Confirm how lone working risk assessments address the
         increased risk to clients.

    Lone Workers Risk Assessment

•     How are CRB checks are updated in accordance with
         contractual requirements

•     Give an account of how prompt action taken in
         response to individual concerns from staff, clients or others
         and appropriate support resolved a situation.

   Action on Abuse

•     The service works appropriately with alleged perpetrators
    Victim Support and Action •     Explain how support is provided to victims of abuse.

•     Is there log records that details of cases and outcomes and
         shows that appropriate action is taken, including reporting
         to appropriate authorities, (including the service
         commissioner and contract manager.)

•     Confirm how safeguarding and protection from abuse
        policies and procedures are covered in staff induction and
        training programmes, and integrated into staff management
        practices.

    Staff Abuse Training,
     Understanding and
     Competence

•     Describe how your practice promotes safeguarding.

•     Describe the policies and procedures, the reasons behind
         them and the implications for their work.

•     Confirm how staff and volunteers can describe how they
         would report any actual or suspected abuse or neglect, and
         who incidents should be reported to.

•       Where is there documented risk assessment’s addressing
         the potential for personal benefit through abuse and has
         this been reviewed in the last three years.

      Abuse Prevention Risk
      Assessment

SAFEGUARDING AND PROTECTION FROM ABUSE
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Knowledge and Understanding Requirements
  To achieve understanding of client centred support,
  a support worker must demonstrate theability to:



ASSESSMENT AND SUPPORT PLAN-
NING

 Supporting People
 Issues

Knowledge and Understanding Requirements
  To achieve understanding of client centred support,
  a support worker must demonstrate theability to:

•     Explain procedures to prevent staff from personal
       benefit when working with vulnerable people.

Abuse Prevention Risk
Assessment, Staff Knowledge
and Understanding

•    Examine the nature and limits of relationships between staff
       and clients, children of clients or children visiting the service
       are covered in staff induction and training programmes, and
       integrated into staff management practices.

•    Consider how staff and volunteers are able to describe the
       policies concerning relationships with clients, children of
       clients or  children visiting the service.

•    Expand on how staff and volunteers are able to explain how
       their practice maintains effective boundaries.

     General Social Care Council
     (GSCC)

•    Give an account of the GSCC Code of Practice and how it
       affects staff, volunteers and employers .

•    Discuss the documents where information is given to clients
       which makes clear what are appropriate boundaries for
       staff and volunteers

•    Where services are specifically working with children and
       young people is there a designated, appropriately trained
       and supported child protection lead.

•    Confirm that where within services specifically working
       with children and young people, there is an awareness of the
       Common Assessment Framework (CAF) and how this

relates to, and is separate from, child protection.

•    Describe how the service works jointly with other
       appropriate agencies to promote the safeguarding of adults
       and children.

•    Confirm where appropriate, the service engages with local
       MAPPA and MARAC arrangements.

•    Give reasons for MAPPA and MARAC Policies

•    Examine how the service engages in multi-agency working
       in response to specific cases of adult or child protection. ?

Client Welcome Pack

Children and Young People
Issues

Multi Agency Working

SAFEGUARDING AND PROTECTION FROM ABUSE cont.
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Guidance

This section is primarily aimed at the person delivering the training and certification (the
‘Training Manager’) and covers the following four main areas.

Generating evidence

Where possible, the candidate should find information from within their environment or
associated services such as environmental health departments, registration authorities, day-
centres, meetings, libraries and in-house documentation, such as policies and procedures
including statutory requirements. Most of the statements are work based and evidence should
be available. Discussions can be held with senior staff to answer more complex situations
and judgements, plus the experience of the candidate can be an excellent source of evidence.

Links

NVQ2

HSC21 Communicate With, And Complete Records For Individuals
HSC22 Support The Health And Safety Of Yourself And Others
HSC23  Develop Your Knowledge And Practice
HSC24 Ensure Your Own Actions Support The Care, Protection And Well-Being Of
Individuals

NVQ3

Resources

The In-Service Training Programme forms the basis for the training, Units 1–6 supplies the
background to the statements in this  programme and is a format for ensuring continuity in
the process.

Delivery

The In-Service Training Programme has all the forms and templates that can allow the candidate
to complete the programme successfully. Enhancement of answers to a higher level can be
achieved.

Suggested reading

Quality Assessment Framework

Policy and Procedural Manuals

Staff Handbook

Welcome Pack
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HSC31 Promote effective communication for and about individuals
HSC32 Promote, monitor and maintain health, safety and security in the Working
environment
HSC33 Reflect on and develop your practice
 HSC35 Promote choice, well-being and the protection of all individuals



Unit 4: Fair Access, Delivery and Inclusion
Unit Value: 12
Unit Level: 2-3
Unit Code: INSC04

Description of Unit

This unit continues to help the candidate develop the skills and knowledge that will be needed
to enable candidates to understand how to deal with situations and issues that they come
across in their work-time and probes both client needs and issues relating to safety and security
of candidates and clients as well as materials and stock.

Summary of Issues

1. Fair access, fair exit, diversity and inclusion are embedded within the culture of the service
and there is demonstrable promotion and implementation of the policies.

2. The assessment and allocations processes have been reviewed in the last three years and
ensure fair access to the service.

3. There is a commitment to ensuring fair exit from the service.

Unit Achievement

The Candidate has successfully achieved the underpinning knowledge of the above outcomes.

Assessor ............................................................................................... Date .................................

Candidate ............................................................................................. Date .................................

Verifiers Comments ............................................................................

............................................................................................................... Date .................................
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FAIR ACCESS, DELIVERY AND INCLUSION - Rationale

There is a demonstrable commitment to fair access, fair exit, diversity and inclusion.
The service acts within the law and ensures clients are well informed about their
rights and responsibilities.

It now consists of the following three statements. It has been updated to take account of recent
changes in legislation:

1. Fair access, fair exit, diversity and inclusion are embedded within the culture of the service
and there is demonstrable promotion and implementation of the policies.

2. The assessment and allocations processes have been reviewed in the last three years and
ensure fair access to the service.

3. There is a commitment to ensuring fair exit from the service.

Standard 1: Fair access, fair exit, diversity and inclusion are embedded within the culture of
the service and there is demonstrable promotion and implementation of the policies.

See unit 3 below for explanation of the concept of “fair exit”.

All equality and diversity polices and procedures should meet the requirements of the
following legislation: (Up to date as at February 2009)

•    Equal Pay Act 1970
•    Sex Discrimination Act 1975
•    Race Relations Act 1976 (as amended 2000 and 2003)
•    Disability Discrimination Act 1995 (as amended 2005)
•    Human Rights Act 1998
•    Employment Equality (Sexual Orientation) Regulations 2003
•    Employment Equality (Religion or Belief) Regulations 2003
•    Gender Recognition Act 2004
•    Civil Partnerships Act 2004
•    Employment Equality (Sex Discrimination) Regulations 2005
•    Equality Act 2006
•    Race and Religious Hatred Act 2006
•    Employment Equality (Age) Regulations 2006

Policies and procedures should cover discrimination on the grounds of age, gender, race,
disability, religion/belief and sexual orientation, but also for any other reason that does not
pertain to membership of one of these groups, for example, appearance or dress.

The Commission for Racial Equality’s Statutory Code of Practice on Racial Equality in Housing
was updated in 2006 and is now available from the Equalities and Human Rights Commission
website: www.equalityhumanrights.com
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1. Procurement guidance to local authorities indicates that it is good practice for them to pass on
their equalities duties to their sub-contractors. For this reason, producing equality impact
assessments appears as a good practice. It is possible, however, that some local authori-
ties have already specified this as a contractual requirement and more may do so in
the future.

Guidance on producing Equality Schemes and Equality Impact Assessments is available on
the same website and at www.idea.gov.uk. While the guidance is often geared towards local
authorities, the principles are transferable to organisations within the voluntary and private
sectors, including small providers. Organisations, particularly small providers, are not expected
to reproduce the level of detail given on the EHRC website or in individual local authority
schemes.

2: The assessment and allocations processes have been reviewed in the last three years and
ensure fair access to the service.

“Independent audit” does not necessarily imply that someone external to the organisation,
must conduct the audit, but simply someone external to the decisionmaking process, and
therefore objective. It may be a more senior manager or a manager from another service, or
some system of quality monitoring that includes clients.

3: There is a commitment to ensuring fair exit from the service.

This unit introduces a new concept of “fair exit”.

Fair exit is about two things:

•   Ensuring that services are terminated in accordance with the law and, wherever possible,
good practice. In accommodation-based services, this is about the use of appropriate written
notices and notice periods. It may be particularly pertinent for services that use protected
licence agreements. Fair exit in floating support services is about transparency in how cases are
closed and what arrangements are put in pace in order to effectively close a case.

This includes situations where clients do not want the service to be terminated.

•   In short-term accommodation-based services, ensuring that move-on processes are fair and
transparent, and both clients and staff are clear about what move-on options are available,
who can access them and when, and how to apply. The expectation of move-on does not apply
to long-term services or floating support services provided to people living in permanent
accommodation. Some floating / visiting support services are provided to people in temporary
accommodation; the expectations around move-on only apply where the service has
responsibility to find alternative accommodation.

A “move-on strategy” is a documented approach to accessing move-on that considers the
options available to clients within the service (and their limitations), and sets out how these
options will be maximised. This unit recognises that the issue of move-on cannot be achieved
by providers alone but requires a strategic response from the local authority.
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 Supporting People
 Issues

Knowledge and Understanding Requirements
  To achieve understanding of client centred support,
  a support worker must demonstrate theability to:

•     Describe policies and procedures that cover:
     -    equal opportunity, diversity, anti-discriminatory
             practice and harassment
     -    discrimination on any grounds that cause a person to be
             treated with injustice

   Equality Policies

•    Explain how clients and staff access to services and
       employment and promote community cohesion and social
       inclusion.

   Accesssing Services

•    Confirm that policies and procedures have been reviewed in
       the last three years and are in accordance with current
       legislation and the CRE Code of Practice on Racial Equality in
       Housing.

    Policy and Procedure Review

•    Describe the recruitment and selection policy that
       aims to eliminate discrimination in recruitment processes.

    Recruitment Equality Process

•    Examine the process of planned approach to managing
        and how to respond to concerns or incidents.

    Managing Concerns and
     Incidents

•    Describe the Equalities Scheme (which includes the above
       policies and procedures) or signs up to the local
       authority one.

Equalities Issues

•    Explain the Equalities Action Plan and:
     -      collect equalities data on successful and unsuccessful
              applications and exits from the service, and reviews the
              equalities data, sets targets to address gaps or
              weaknesses performance against these.

•    Explain equality and diversity policies and
       procedures that are covered in staff induction and training
       programmes, and integrated into staff management
       practices.

•    Describe the Equality and Diversity policies and procedures,
       the principles behind them and the implications for your
       work.

•    Explain how you understand and are sensitive to the diverse
       needs of clients.

•    Describe how policies and procedures are communicated to
       clients in ways appropriate to their needs and how do clients
       confirm that this happens.

   Equalities Action Plan

    Induction Training and Practice:
    Equality and Diversity policy

   Impact of Equality and Diversity
    policies

   Diverse Needs of Clients

   Equality and Diversity, Client
    Knowledge and Understanding

•    Explain how clients confirm that information is made
        available to them to meet their cultural, religious and/or
        lifestyle needs.
•    Examine how clients confirm that they are supported to meet
        their cultural needs and are able to observe their religious
        and cultural customs

   Religious and Cultural Needs

FAIR ACCESSS, DIVERSITY AND INCLUSION
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 Supporting People
 Issues

Knowledge and Understanding Requirements
  To achieve understanding of client centred support,
  a support worker must demonstrate theability to:

•    How are clients given information on how to get independent
       advice if they are threatened with termination of service and
       are signposted to other appropriate services

•    Describe the documented and objective procedure that
       specify how enquiries and applications are processed,
       assessed and prioritised, and how decisions are
       communicated to applicants.

•    Is there an up-to-date and accurate description of the service
       that is actively promoted, detailing whom it is for and how it
       can be accessed.

•    Describe the eligibility criteria, means of prioritising
       applications and the application process are written in plain
       English and other formats appropriate to the client group.

    Client information and Access
     to Service and exit/refusal
     issues

•    Are the communication needs of clients catered for in helping
        them to understand the information.

•    Consider possible evidence of where unsuccessful applicants
       are informed of reasons for refusal and signposted to more
        appropriate services or back to the referral agency.

•    Discuss the client’s right of appeal against decisions arising
       from assessments
•    Confirm that the service has clear procedures for staff to
       follow when terminating a service, including ending
       tenancies or licences.

•    Confirm when in short-term accommodation based services,
       move on and resettlement needs are addressed from the start
        of service delivery.
•     Confirm when in short-term accommodation based services,
       move on and resettlement needs are addressed from the start
       of service delivery.

•    Confirm when in short-term accommodation-based
       services, there is a move-on application process which has
       been reviewed in the last three years and includes:
       • how to apply
       • the eligibility criteria for move-on accommodation, and
       • the means of prioritising applications.

•    Explain how the move-on application process is written in
       plain English and other formats appropriate to the needs of
       the client group.

•    Confirm how staff comply with the law and good practice
       when terminating the service.
•    Confirm in short-term accommodation based services, the
       service seeks to achieve planned moves wherever
       possible
•    How can clients confirm that they are giveninformation
       about possible grounds for termination of the service,
       including eviction and withdrawal of floating support.

FAIR ACCESSS, DIVERSITY AND INCLUSION cont.
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Guidance

This section is primarily aimed at the person delivering the training and certification (the
‘Training Manager’) and covers the following four main areas.

Generating evidence

Where possible, the candidate should find information from within their environment or
associated services such as environmental health departments, registration authorities, day-
centres, meetings, libraries and in-house documentation, such as policies and procedures
including statutory requirements. Most of the statements are work based and evidence should
be available. Discussions can be held with senior staff to answer more complex situations and
judgements, plus the experience of the candidate can be an excellent source of evidence.

Links

NVQ2

HSC21 Communicate With, And Complete Records For Individuals
HSC22 Support The Health And Safety Of Yourself And Others
HSC23  Develop Your Knowledge And Practice
HSC24 Ensure Your Own Actions Support The Care, Protection And Well-Being Of Individuals

NVQ3

HSC31 Promote effective communication for and about individuals
HSC32 Promote, monitor and maintain health, safety and security in the Working
environment
HSC33 Reflect on and develop your practice
HSC35 Promote choice, well-being and the protection of all individuals

Resources

The In-Service Training Programme forms the basis for the training, Units 1–6 supplies the
background to the statements in this  programme and is a format for ensuring continuity in
the process.

Delivery

The In-Service Training Programme has all the forms and templates that can allow the candidate
to complete the programme successfully. Enhancement of answers to a higher level can be
achieved.

Suggested reading

Quality Assessment Framework

Policy and Procedural Manuals

Staff handbook

Welcome Pack
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Unit 5: Client Involvement and Empowerment
Unit Value: 12
Unit Level: 2-3
Unit Code: INSC04

Description of Unit

This unit continues to help the candidate develop the skills and knowledge that will be needed
to enable candidates to understand how to deal with situations and issues that they come
across in their work-time and probes both client needs and issues relating to the involvement of
clients in their support needs and empowering them to achieve their life goals.

Summary of Issues

To achieve this unit the candidate must:

1. People wanting to access a service can make an informed decision before accepting an offer
and know about the range of services and support available to meet their needs.

2. Clients are consulted on all significant proposals which may affect their service and their
views taken into account.

3. The service encourages clients to do things for themselves rather than rely on staff.

4. Clients are encouraged to consider ways in which they can participate in the wider
community.

5. There is a written complaints policy and procedure that has been reviewed in the last three
years and this is used as a tool for service development.

Unit Achievement

The Candidate has successfully achieved the underpinning knowledge of the above outcomes.

Assessor ............................................................................................... Date .................................

Candidate ............................................................................................. Date .................................

Verifiers Comments ............................................................................

............................................................................................................... Date .................................
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There is a commitment to empowering clients and supporting their independence.
Clients are well informed so that they can communicate their needs and views and
make informed choices. Clients are consulted about the services provided and are
offered opportunities to be involved in their running. Clients are empowered in their
engagement in the wider community and the development of social networks.

It incorporates Complaints, together with key elements of:

•     Informing Service Users,
•     Consulting Service Users,
•     Empowerment and Supporting Independence, and
•     Participation in the Wider Community.

1: People wanting to access a service can make an informed decision before accepting an offer
and know about the range of services and support available to meet their needs.

This unit focuses on the quality of the information available to clients, both before accepting an
offer and whilst accessing the service. It applies in full to all Supporting People funded services
bar very short-term housing (less than 28 days). In services of this nature, it is unlikely to be
practicable for clients to visit the service and meet with staff before accepting an offer.

The formats in which information is produced for clients should be appropriate to the needs of
the client group. For example, information for people with a learning disability may be
available in easy-read or Makaton® format. Information should be available in languages
which meet the needs of significant local user groups.

It will not always be appropriate for clients to visit the service or meet with existing clients
before accepting an offer. Exceptions are likely to include floating support services, very short-
stay housing  and other forms of emergency accommodation such as domestic abuse refuges.

 4: Clients are encouraged to consider ways in which they can participate in the wider commu-
nity.

CLIENT INVOLVEMENT AND EMPOWERMENT - Rationale
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 Supporting People
 Issues

Knowledge and Understanding Requirements
  To achieve understanding of client centred support,
  a support worker must demonstrate theability to:

•    Consider how clients can confirm that they were able to visit
       the service and meet with staff before accepting an offer,
       where appropriate.

•    Explain how staff have a good understanding of what the
       support service can do to meet clients’ needs.
•    Describe how can clients confirm that they know about the
       range of services provided by the support provider to meet
       their needs
•    Describe how clients and referral agencies confirm that
       information about the service is available in plain English and
       formats appropriate to the needs of the client group.
•    State where there is a statement of rights and responsibilities
       is in place, which includes the right to be consulted.

•    Examine how formal and/or informal consultation takes place
       and proposals are developed or amended where possible in
       the light of client feedback.

•    Where are assessments of client risk balance promotion of
       independence with effective risk management found.

•    Confirm how support plans or key working records indicate
       that clients are encouraged to take reasonable risks to develop
       or maintain their independence.
•    Describe how staff understand the approach and can
       explain how they work with clients to promote
       independence.
•    Explain how independence is promoted through appropriate
       skills training and/or equipment and adaptations and
       services relevant to individual needs.
•    Give an account of how clients can provide examples of
       specific initiatives that have expanded their skills,
       confidence and self-esteem.
•    Consider how is empowerment and promoting independence
       covered in staff induction and training programmes, and
       integrated into staff management practices.
•    Expand on how clients confirm that they are empowered to
       make their own informed choices about friendships and
       intimate relationships, in line with the existing risk
       assessment.
•    Establish how clients confirm that they are encouraged to
       take part in active decision making about their home and the
       services they receive

•    Examine how support plans show that staff and clients have
       discussed any wishes for employment, training, education,
       social and leisure activities outside of the service.

      Client Visit to Service

      Staff Understanding

      Clients knowledge of
        Services Available

       Plain English Information

        Welcome Pack Issues

      Client Consultaion and
        Feedback

•    Establish how clients confirm that they receive feedback on
       changes that have or have not been made, and why.

•     Examine how the service has a clear, documented approach
       to empowering clients and supporting their independence.      Client Empowerment

      Risk Management Assessment

      Support Planning, Client
        Involvement

      Promoting Independence

CLIENT INVOLVEMENT AND EMPOWERMENT
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 Supporting People
 Issues

Knowledge and Understanding Requirements
  To achieve understanding of client centred support,
  a support worker must demonstrate theability to:

•   Consider how support plans reflect that clients have been
      enabled to overcome barriers to participating in the wider
      community, where appropriate.
•   Examine how, with the exception of certain services, clients
       can confirm that there are no policies or rules that prevent
       them from visiting or receiving friends and relatives.

•    State how the service actively encourages and promotes
       links with friends and family, where appropriate.

•   Establish how staff induction and training highlight the
      importance of engagement in the wider community and the
      steps to be taken to promote it.
•   Describe how are clients encouraged to play an active part in
      their local community and democratic structures
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•    Describe how clients confirm that information concerning the
       availability of such services, activities and opportunities is
       made readily available in ways appropriate to their needs.

       Promoting Independence

•   Describe how the complaints procedure is as straightforward
      as possible.
•   Explain how the complaints procedure specifically addresses
      complaints from external individual or organisations.
•   Examine how action is taken in response to individual
      complaints.
•   Describe the log that records outcomes to complaints and
      shows that appropriate action is taken within reasonable
      response times.
•   Confirm how outcomes of complaints are fed back to
      complainants. Is there an appeals process.
•   Confirm that the complaints procedure is available in
      plain English and other formats appropriate to the needs of
      the client group.
•   Confirm the procedure is publicised in ways appropriate to
      the needs of the client group e.g. in client induction or
      welcome packs, handbooks, notice boards, etc.
•   In accommodation-based services where the landlord and
      support provider are not the same body, does the procedure
      clearly state who to complain to about the support service.
•   Show evidence that staff receive training in dealing with and
      encouraging complaints.
•   Explain how staff, clients and third parties know how to
      use the procedure and are empowered to do so.
•   Examine how clients confirm that they feel able to complain
      and are confident that their complaint will be dealt with in a
      positive manner.
•   Demonstrate how Independent advocacy is sought to help
      clients, carers and family members to use the complaints
      system, where  appropriate

      Handling Complaints

CLIENT INVOLVEMENT AND EMPOWERMENT cont.



Guidance

This section is primarily aimed at the person delivering the training and certification (the
‘Training Manager’) and covers the following four main areas.

Generating evidence

Where possible, the candidate should find information from within their environment or
associated services such as environmental health departments, registration authorities, day-
centres, meetings, libraries and in-house documentation, such as policies and procedures
including statutory requirements. Most of the statements are work based and evidence should
be available. Discussions can be held with senior staff to answer more complex situations and
judgements, plus the experience of the candidate can be an excellent source of evidence.

Links

NVQ2

HSC21 Communicate With, And Complete Records For Individuals
HSC22 Support The Health And Safety Of Yourself And Others
HSC23  Develop Your Knowledge And Practice
HSC24 Ensure Your Own Actions Support The Care, Protection And Well-Being Of Individuals

NVQ3

HSC31 Promote effective communication for and about individuals
HSC32 Promote, monitor and maintain health, safety and security in the Working
environment
HSC33 Reflect on and develop your practice
HS35 Promote choice, well-being and the protection of all individuals
Resources

The In-Service Training Programme forms the basis for the training, Units 1–6 supplies the
background to the statements in this  programme and is a format for ensuring continuity in
the process.

Delivery

The In-Service Training Programme has all the forms and templates that can allow the candidate
to complete the programme successfully. Enhancement of answers to a higher level can be
achieved.

Suggested reading

Quality Assessment Framework

Policy and Procedural Manuals

Staff Handbook

Welcome Pack
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Unit 6: Relevant Legislation
Unit Value: 12
Unit Level: 2-3
Unit Code: CVQINSC04

Description of Unit

This unit continues to help the candidate develop the skills and knowledge that will be needed
to enable candidates to understand how to deal with situations and issues that they come
across in their work-time and probes both client needs and issues relating to the involvement of
clients in their support needs and empowering them to achieve their life goals.

Summary of Issues

To achieve this unit the candidate must:

1. Be aware of current legislation and future changes

2. Be aware of how that legislation impacts on the client

3. Be aware how the legislation impacts on the worker

4. Be aware of how the legislation impacts on the service

5. Understand the reasons for the legislation

Unit Achievement

The Candidate has successfully achieved the underpinning knowledge of the above outcomes.

Assessor ............................................................................................... Date .................................

Candidate ............................................................................................. Date .................................

Verifiers Comments ............................................................................

............................................................................................................... Date .................................
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RELEVANT LEGISLATION - Rationale

1. The quality of support provided in the client’s environment is strongly influenced by the
calibre of the service and the support workers understanding of relevant legislation,

2. By understanding relevant legislation,  the health, safety and welfare of clients and  staff are
promoted and protected.

3. The support worker ensures so far as is reasonably practicable the health, safety and welfare
of client’s  and staff

Legislation (or "statutory law") is law which has been promulgated (or "enacted") by a legisla-
ture or other governing body, or the process of making it. (Another source of law is
judge-made law or case law) The term may refer to a single law, or the collective body of
enacted law, while "statute" is also used to refer to a single law.

Before an item of legislation becomes law it may be known as a bill, and may be broadly
referred to as "legislation" while it remains under consideration to distinguish it from other
business. Legislation can have many purposes: to regulate, to authorise, to proscribe, to
provide (funds), to sanction, to grant, to declare or to restrict.

In some jurisdictions legislation must be confirmed by the executive branch of government
before it enters into force as law. Primary legislation may delegate to the  executive or other
parties limited powers to make secondary legislation, such as  Rules, Regulations and Orders
which implement its policy in detail.

Under the Westminster system, an item of primary legislation is known as an Act of
Parliament after enactment.  Legislation is usually proposed by a member of the legislature
(e.g. a member Parliament), or by the executive, whereupon it is debated by members of the
legislature and is often amended before passage. Most large legislatures enact
only a small fraction of the bills proposed in a given session.

Whether a given bill will be proposed and enter into force is generally a matter of the legislative
priorities of government.

Legislation is regarded as one of the three main functions of government, which are often
distingished under the doctrine of the separation of powers.

Those who have the formal power to create legislation are known as legislators; a judicial branch
of government will have the formal power to interpret legislation (see statutory interpretation);
the executive branch of government can act only within the powers and limits set by the law.

BACKGROUND
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RELEVANT LEGISLATION

Health and Safety at Work Act 1974

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Health and Safety (First Aid) Regulations 1981

 ______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Consumer Protection Act 1987

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Furniture and Furnishings (Fire) (Safety) Regulations 1988 (as amended in 1993)

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________
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RELEVANT LEGISLATION

Knowledge and Understanding Requirements. To achieve understanding of client
centred support, a support worker must demonstrate the ability to:



Electricity at Work Regulations 1989

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Management of Houses in Multiple Occupation Regulations 1990 (as amended
2006) and local HMO regulations

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Health and Safety (Display Screen Equipment) Regulations 1992

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Manual Handling Operations Regulations 1992 (as amended 2002)

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Electrical Equipment (Safety) Regulations 1994

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________
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Plugs and Sockets etc. (Safety) Regulations 1994

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Disability Discrimination Act 1995 (as amended 2005)

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Food Safety (General Food Hygiene) Regulations 1995 (as amended 2005 and
2006)

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Health and Safety (Consultation with Employees) Regulations 1996

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

__________________________________________________________________________
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Gas Safety (Installation and Use) Regulations 1998

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Gas Safe Register 2009

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Provision and Use of Work Equipment Regulations 1998

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Employers’ Liability (Compulsory Insurance) Regulations 1998

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Management of Health and Safety at Work Regulations 1999

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________
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Control of Substances Hazardous to Health 2002

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Regulatory Reform (Fire Safety) Order 2005

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Smoke-free (Premises and Enforcement) Regulations 2006

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Smoke-free (Exemptions and Vehicles) Regulations 2007

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Smoke-free (Signs) Regulations 2007

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________
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Smoke-free (Vehicle Operators and Penalty Notices) Regulations 2007

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Construction (Design & Management) Regulations 2007

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Equal Pay Act 1970

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Sex Discrimination Act 1975

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Race Relations Act 1976 (as amended 2000 and 2003)

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________
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Disability Discrimination Act 1995 (as amended 2005)

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Human Rights Act 1998

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Employment Equality (Sexual Orientation) Regulations 2003

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Employment Equality (Religion or Belief) Regulations 2003

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Gender Recognition Act 2004

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

-----------------------------------------------------------------------------------------------------------------------

37



Civil Partnerships Act 2004

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Employment Equality (Sex Discrimination) Regulations 2005

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Equality Act 2006
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Race and Religious Hatred Act 2006
______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

Employment Equality (Age) Regulations 2006

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________
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Guidance

This section is primarily aimed at the person delivering the training and certification (the
‘Training Manager’) and covers the following four main areas.

Generating evidence

Where possible, the candidate should find information from within their environment or
associated services such as environmental health departments, registration authorities, day-
centres, meetings, libraries and in-house documentation, such as policies and procedures
including statutory requirements. Most of the statements are work based and evidence should
be available. Discussions can be held with senior staff to answer more complex situations and
judgements, plus the experience of the candidate can be an excellent source of evidence.

Links

NVQ2

HSC21 Communicate With, And Complete Records For Individuals
HSC22 Support The Health And Safety Of Yourself And Others
HSC23  Develop Your Knowledge And Practice
HSC24 Ensure Your Own Actions Support The Care, Protection And Well-Being Of Individuals

NVQ3

HSC31 Promote effective communication for and about individuals
HSC32 Promote, monitor and maintain health, safety and security in the Working
environment
HSC33 Reflect on and develop your practice
HSC35 Promote choice, well-being and the protection of all individuals

Resources

The In-Service Training Programme forms the basis for the training, Units 1–6 supplies the
background to the statements in this  programme and is a format for ensuring continuity in
the process.

Delivery

The In-Service Training Programme has all the forms and templates that can allow the candidate
to complete the programme successfully. Enhancement of answers to a higher level can be
achieved.

Suggested reading

Quality Assessment Framework

Policy and Procedural Manuals

Staff Handbook

Welcome Pack
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NVQ FORMS

The next section has Forms which will enable the
support worker to collect gaps in Unit evidence to meet

NVQ Requirements

A  Direct Observation
B  Examination of Products
C  Oral Questioning
D  Inspection of Setting
E  Authenticated Statement
F  Self Reporting/Candidate Explanation
G  Reflective account
H  Extended Questioning
J    Case Studies
K  Accreditation of prior Learning/ Evidence from the past
L  Assignments and Projects



...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

Candidate Name: NVQ Unit:

I have observed Candidate
in association with the following activity:

I am satisfied that they are competent in the above activity and that they meet the
performance criteria and range of this element as detailed above.

Trainee Signed .......................................................................................................................... Date .................................

Assessor Signed ................................................................... Competent  Y [   ]  N [   ] ................................. Date

   A Direct Observation
Log No:

DO  [         ]

JET-TRAINING.ORG.UK TRENCHARD HOUSE, MINHEAD ROAD, TAUNTON, SOMERSET TA2 6NS TELEPHONE 01823 270845
MOBILE 07775 643169



...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

Candidate Name: NVQ Unit:

I have observed Candidate
in association with the following activity:

I am satisfied that they are competent in the above activity and that they meet the
performance criteria and range of this element as detailed above.

Trainee Signed .......................................................................................................................... Date .................................

Assessor Signed ................................................................... Competent  Y [   ]  N [   ] ................................. Date

   B Examination of Products
Log No:

EP  [         ]

JET-TRAINING.ORG.UK TRENCHARD HOUSE, MINHEAD ROAD, TAUNTON, SOMERSET TA2 6NS TELEPHONE 01823 270845
MOBILE 07775 643169



...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

Candidate Name: NVQ Unit:

I have listened to the Candidate
in association with the following questioning:

I am satisfied that they are competent in the above activity and that they meet the
performance criteria and range of this element as detailed above.

Trainee Signed .......................................................................................................................... Date .................................

Assessor Signed ................................................................... Competent  Y [   ]  N [   ] ................................. Date

   C Oral Questioning
Log No:

EP  [         ]

JET-TRAINING.ORG.UK TRENCHARD HOUSE, MINHEAD ROAD, TAUNTON, SOMERSET TA2 6NS TELEPHONE 01823 270845
MOBILE 07775 643169



...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

Candidate Name: NVQ Unit:

I am satisfied that they are competent in the above activity and that they meet the
performance criteria and range of this element as detailed above.

Trainee Signed .......................................................................................................................... Date .................................

Assessor Signed ................................................................... Competent  Y [   ]  N [   ] ................................. Date

   D Inspection of Setting
Log No:

IS  [        ]

JET-TRAINING.ORG.UK TRENCHARD HOUSE, MINHEAD ROAD, TAUNTON, SOMERSET TA2 6NS TELEPHONE 01823 270845
MOBILE 07775 643169



...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

Candidate Name: NVQ Unit:

I have observed Candidate
in association with the following activity:

I am satisfied that they are competent in the above activity and that they meet the
performance criteria and range of this element as detailed above.

Trainee Signed .......................................................................................................................... Date .................................

Assessor Signed ................................................................... Competent  Y [   ]  N [   ] ................................. Date

   E Authenticated Statement
Log No:

AS  [         ]

JET-TRAINING.ORG.UK TRENCHARD HOUSE, MINHEAD ROAD, TAUNTON, SOMERSET TA2 6NS TELEPHONE 01823 270845
MOBILE 07775 643169



...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

Candidate Name: NVQ Unit:

I have listened to Candidates explanation
in association with the following activity:

I am satisfied that they are competent in the above activity and that they meet the
performance criteria and range of this element as detailed above.

Trainee Signed .......................................................................................................................... Date .................................

Assessor Signed ................................................................... Competent  Y [   ]  N [   ] ................................. Date

   F Self Reporting
Candidate Explanation

Log No:

SRC  [         ]

JET-TRAINING.ORG.UK TRENCHARD HOUSE, MINHEAD ROAD, TAUNTON, SOMERSET TA2 6NS TELEPHONE 01823 270845
MOBILE 07775 643169



...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

Candidate Name: NVQ Unit:

I am satisfied that they are competent in the above activity and that they meet the
performance criteria and range of this element as detailed above.

Trainee Signed .......................................................................................................................... Date .................................

Assessor Signed ................................................................... Competent  Y [   ]  N [   ] ................................. Date

   G Reflective Account
Log No:

RA  [        ]

JET-TRAINING.ORG.UK TRENCHARD HOUSE, MINHEAD ROAD, TAUNTON, SOMERSET TA2 6NS TELEPHONE 01823 270845
MOBILE 07775 643169



Question .........................................................................................................................................................
..........................................................................................................................................................................
Answer ............................................................................................................................................................
..........................................................................................................................................................................
..........................................................................................................................................................................

Candidate Name: NVQ Unit:

I am satisfied that they are competent in the above activity and that they meet the
performance criteria and range of this element as detailed above.

Trainee Signed .......................................................................................................................... Date .................................

Assessor Signed ................................................................... Competent  Y [   ]  N [   ] ................................. Date

   H Extended Questioning
Log No:

EQ  [         ]

Question .........................................................................................................................................................
..........................................................................................................................................................................
Answer ............................................................................................................................................................
..........................................................................................................................................................................
..........................................................................................................................................................................

Question .........................................................................................................................................................
..........................................................................................................................................................................
Answer ............................................................................................................................................................
..........................................................................................................................................................................
..........................................................................................................................................................................

Question .........................................................................................................................................................
..........................................................................................................................................................................
Answer ............................................................................................................................................................
..........................................................................................................................................................................
..........................................................................................................................................................................

Question .........................................................................................................................................................
..........................................................................................................................................................................
Answer ............................................................................................................................................................
..........................................................................................................................................................................
..........................................................................................................................................................................

Question .........................................................................................................................................................
..........................................................................................................................................................................
Answer ............................................................................................................................................................
..........................................................................................................................................................................
..........................................................................................................................................................................



...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

Candidate Name: NVQ Unit:

I have orally questioned Candidate
in association with the following activity:

I am satisfied that they are competent in the above activity and that they meet the
performance criteria and range of this element as detailed above.

Trainee Signed .......................................................................................................................... Date .................................

Assessor Signed ................................................................... Competent  Y [   ]  N [   ] ................................. Date

   J Case Studies
Log No:

CS  [         ]

JET-TRAINING.ORG.UK TRENCHARD HOUSE, MINHEAD ROAD, TAUNTON, SOMERSET TA2 6NS TELEPHONE 01823 270845
MOBILE 07775 643169



...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

Candidate Name: NVQ Unit:

I have observed Candidates Assessment of Prior Learning
in association with the following activity:

I am satisfied that they are competent in the above activity and that they meet the
performance criteria and range of this element as detailed above.

Trainee Signed .......................................................................................................................... Date .................................

Assessor Signed ................................................................... Competent  Y [   ]  N [   ] ................................. Date

   K Accreditation of Prior Learning /
Evidence from the Past

Log No:

APL  [         ]

JET-TRAINING.ORG.UK TRENCHARD HOUSE, MINHEAD ROAD, TAUNTON, SOMERSET TA2 6NS TELEPHONE 01823 270845
MOBILE 07775 643169



...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

...................................................................................................................................................................................

Candidate Name: NVQ Unit:

I have observed Candidate's Project / Assignment / Case Study
in association with the following activity:

I am satisfied that they are competent in the above activity and that they meet the
performance criteria and range of this element as detailed above.

Trainee Signed .......................................................................................................................... Date .................................

Assessor Signed ................................................................... Competent  Y [   ]  N [   ] ................................. Date

   L Assignments and Projects
Log No:

AP  [         ]

JET-TRAINING.ORG.UK TRENCHARD HOUSE, MINHEAD ROAD, TAUNTON, SOMERSET TA2 6NS TELEPHONE 01823 270845
MOBILE 07775 643169



AA

Very short-
term

AGM                  Annual General Meeting
CAADA             Co-ordinated Action Against Domestic Abuse

  CLG

CRB                  Criminal Records Bureau

Administering Authority i.e. local authority

 CAF                 Common Assessment Framework

  CQC                Care Quality Commission

CRE                  Commission for Racial Equality, now part of the EHRC
DH                   Department of Health

HSE                  Health and Safety Executive
I&DeA               Improvement and Development Agency (a resource or local authorities)

  EqIA                 Equality Impact Assessment

  EHRC              Equality and Human Rights Commission
LA                     Local Authority
MAPPA             Multi-Agency Public Protection Arrangements
MARAC             Multi-Agency Risk Assessment Conferencing
 NHF                 National Housing Federation

NOMS             National Offender Management Service

POCA               Protection of Children Act
POVA                Protection of Vulnerable Adults
QAF                Quality Assessment Framework
Short-term       A service with an intended stay of less than two years

SMART             Specific, Measurable, Achievable, Realistic, Timebound or variations: a
                          technique for goal setting.

SP                     Supporting People
SP K-web         Supporting People knowledge web: a resource for LAs and SP providers.

     TSA                    Telecare Services Association

 A service with an intended stay of less than 28 days

Appendix 1 – Glossary

 Communities and Local Government



Certificate of
Successful Completion

of

The Support Workers
In-Service Training

recognises

............................................................................................................................................

having met the

Competence Requirement of this Programme

Date ...................................... Signature .................................................................



QUALITY ASSESSMENT FRAMEWORK
In-Service Training for

Support Workers




