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Write in your evidence of knowledge learnt about all In-Service Training.  Continue in more detail on subjects requiring
more knowledge, which will be highlighted below.  You may use other sources of information ie: photocopy, books, pictures
to add to your evidence.  Your review date for this Unit must be diaried midway between commencement and completion.

ABOUT THE HOME
1. Organisational Structure

2. Home Profile

3. Aims and Objectives more detail required

4. Statement of Purpose

5. Contracting with Registration
Authority

6. GP Policy

PROFESSIONAL STANDARDS more detail required
7. Quality Assurance

8. Quality Standards more detail required

9. Investment in People more detail required

10. Statement of Values

11. Multi Agency Communication Policy

12. Complaints Procedure more detail required

13. Complaints Form

14. Responsibility and Authority



RATIONALE

You will be expected to complete this phase
in 2 months, however you may take either
more or less time to cover the information
required, so your progression is largely of
your own making, though you will be
encouraged to complete this Unit at the
earliest opportunity.  Once you have
completed all parts of the Units you will be
tested by your Assessor and subject to a
satisfactory performance will be passed as
‘Competent’.  During this period you may be
invited to attend specialist Training
Programmes applicable to your job, to
further enhance your skills and knowledge.
Some may be compulsory and some may be
outside your own duty times.  You yourself
can request special Training and if both are
beneficial and within the Training budget
then you may attend.  Do remember to ask
for special Training and check the Notice
Board for details of any training
opportunities.

Once you have completed each Unit you will
be Appraised about your work, this then
should give a picture of your all round ability.

At this Appraisal you should also have a chance
to express to your Assessor how you feel they
have supported and helped, with a view of
getting more help if you feel your performance
was downgraded by inadequate Assessing.  If
more detail is required for the Appraisal please
continue on a separate piece of paper.

From Unit 3 you will find that Training will be
given on aspects of General Care, including
Physical Diagnosis, Biology, Medicines used
in the Home, Therapeutic Interventions,
Mental Health and Common Conditions.  You
will be expected to have understood the
subjects without in-depth knowledge, though
it is in your best interest to have as great an
understanding of the subject as possible.

During your 16 In-Service Training
Programme, provided you have given in
depth evidence, you should have proved
competence in the underpinning knowledge
for care qualification.

You will be Trained in each subject
contained within the 16 Units and
measured against the following three
categories:

1 Subject Knowledge
2 Application of that Knowledge
3 Attitude (all aspects)

Your Assessor will also Grade your work,
to show your work efforts and subject
knowledge.  There are four grades.

A EXCELLENT
You have shown full consideration of this
subject.

B GOOD
You have shown an understanding of the
subject.

C ADEQUATE
You have done the basic amount of work on
the subject.

D UNSATISFACTORY
You have done less than what is required,
this will have to be repeated.

N.B. If a Trainer has not had an adequate written
answer to any element, they may be tested
verbally and if this satisfies the Assessor then a
note must be made in the element to state the
verbal answer was competent or not competent
and graded as written answer ie: A) Grading of
Work and Effort A-B-C-D and B) Competence
Level 1-2-3.

You should at the end of the Unit be able to
practice the procedures where appropriate,
have knowledge of the procedure, be able to
state where the information is stored if you
have to find it and what your role is within
that section.

There are three levels of Performance that
will be judged:

1 Not Competent
2 Competent
3 Trainer

Trainer means your knowledge level is such
that you can show another Trainee how to
carry out a task or be able to inform them of
a procedure.  Thank you for reading through
this.  You may now start your In-Service
Training.

Unit 2 - Completion time 2 months.

UNIT 2 APPRAISAL

Date of Appraisal .............................................

Strengths

Development Review

Special Achievements

Relationship with Peers

Punctuality

Sickness / Absences

Areas that Need Attention

Comments by Trainee

Comments by Trainer

(Passed)  (Failed)

Certificate  Y (  )  N (  )

Trainee Signed ..................................................

Trainer Signed ..................................................

Date ....................................................................

Manager Signed

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

Salary Review  Y (  )  N (  )

Dear

Congratulations on having successfully
completed the 13 week Induction Unit 1
process.  You are now about to continue the
JET In-Service Training Programme.  Before
you begin, I would like you to write something
about In-Service Training and why you find it
important and valuable.

Now please write a few words about the
Home futurePlans and add any ideas that
you feel would be of value.

You are invited to ask your Assessor
questions and get help and advice from them
or any other source.

The Home has made a  Commitment to Train
and Develop you and have set the structures
up for this to be successful.  I would now like
you to do the same.

“I am committed to the Learning Process
and my own Training and Development at
this Home and I will strive to achieve the
standard expected of me.”

Signed ..................................................................

Date ......................................................................

The Assessor will now sign to state that they
are committed to your Training and
Development and will work with you to
achieve the Units 1-16 in the In-Service
Training Programme.

Signed ..................................................................

Date ......................................................................


