[image: image1.jpg]N2
SCOTTISH>\&

QUALIFICATIONS
AT




Scottish Vocational Qualification

Registered Manager in Health and Social Care level 4

Group Award Code: G6N6 24

 Assessment Strategy and Guidance

Assessment Strategy and Guidance for 

SVQ Registered Manager in Health and Social Care level 4

Contents
PAGE 2

1.       Welcome

2.       How assessment guidance will support Centres

3.       What does an SVQ look like?

PAGE 3

4.        Content of the Award

5.        Who's who in the SVQs

PAGE 4

6.
External Quality Control and Independent Assessment



7.         Evidence requirements

PAGE 5


8.          Values in Health and Social Care

9.       Accreditation of Prior Learning

PAGE 6

10. 
Methods of Assessment

11.       How to get started

Appendix 1
Activities, Products and Documents useful in demonstrating competence in the Registered Manager National Occupational Standards



Appendix 2
Occupational Competence of Advisers, Assessors and Verifiers

Appendix 3
Links between SVQ Care level 4 and SVQ Registered Manager in 


Health and Social Care level 4

Appendix 4
Blank recording documentation

Appendix 5
Blank recording documentation for Independent Assessors and 


Advisers
Appendix 6
Worked Examples

1
Welcome….

This document sets out to present the best approaches to, and practices in, the assessment of the registered 

manager's performance against the National Occupational Standards. These are drawn from the 

experiences of Awarding Bodies involved in Management and Care Awards, and also from advisers, assessors, internal and external verifiers, training and development providers as well as managers themselves. 

The SVQ Registered Manager in Health and Social Care level 4, is approved by SQA and is aimed at  managers, deputes and assistants, and others who hold managerial responsibilities within care services. The size, nature and organisational setting of these services vary greatly with the consequence that the roles of  managers can be equally varied and diverse. As a result a total of 23 units of National Occupational Standards were developed to cover the whole breadth of work involved. 

2.      This assessment guidance will support centres with:

· meeting the evidence requirements including guidance on simulation

· the assessment of candidates 

· identifying assessors and internal verifiers, advisers and/or independent assessors all of whom have the required occupational competence

· implementing requirements for internal quality control;

· complying with requirements for external monitoring and quality control.

3.
What does an SVQ look like?

All SVQs follow the same format. There are:-

· Units
· Elements
· Performance Criteria
· Range
· Knowledge evidence
UNITS are simply different tasks or areas of work that are familiar areas of work to all care managers

Each Unit comprises a number of ELEMENTS – which describe the activities or aspects of the unit in which care managers will be involved.

PERFORMANCE CRITERIA (pcs) are built into each element and are the standards against which the work activities are measured – and for which evidence of actual performance must be provided.

RANGE statements – are ways of ensuring a candidate can carry out the activities for each element in a variety of contexts and situations. 

KNOWLEDGE and UNDERSTANDING – this requires that candidates understand their actions, and can integrate knowledge and practice.

4.        Content of this Award
Within the Registered Manager Award,  4 units are mandatory, i.e. relevant to all managers of care

services:

O3 - 
Develop, maintain and evaluate systems and structures to promote the rights, responsibilities and diversity of people

RM1 - 
Manage a service which meets the best possible outcomes for the individual

B3 - 
Manage the use of financial resources

C13 -
Manage the performance of teams and individuals

The 19 Optional units are grouped into five key areas of management work:


1
Manage Activities


2
Manage People and Other Resources


3
Manage Information


4
Manage Quality


5
Assessment/Verification 

Candidates are required to complete 10 units in total:-  the 4 mandatory units listed above, one 

optional unit from each of the first four categories above - and two others from any of the five categories.

See INFORMATION SHEET for further details of all the units.

5.
Who's who in the SVQs

The candidate 

is the person undertaking the SVQ. The responsibility of a candidate is to meet with the assessor, plan

how to undertake units and then produce evidence to demonstrate competence.

The  assessor
is the person who assesses the candidate and decides if he/she is competent against the National Occupational Standards.  The assessor can be in the same workplace as the candidate, and if so a second independent assessor should also be involved. If the assessor is peripatetic, then the one person may be sufficient (see section 6 for further details). The assessor has the responsibility to meet with the candidate regularly to plan, support, judge and give feedback on performance.

The adviser (specific to the Registered Manager award)
is a person who can assist the candidate with identifying opportunities to gather evidence of competence, and support the candidate through the assessment process. This is turn allows the assessor to be more 'independent'. The adviser does not make judgements, but must be occupationally competent to advise. (see section 6 for further details)

The internal verifier

is someone designated by the assessment centre to ensure that assessors are consistent in the use of assessment methods and assessment decisions.  This can be carried out by sampling evidence on a regular basis and by ensuring that candidates are being supported to achieve their award. The Internal Verifier must also ensure that assessment are being carried out according to Awarding Body requirements and keep records of this.
the external verifier 

is appointed by the SQA, the Awarding Body, to ensure consistency in assessment and internal 

verification across all Centres offering the award. External Verifiers can provide a supporting role and

will normally visit Centres twice per year.
6.
External Quality Control and Independent Assessment

             (specific to the Registered Manager Award)

External quality control will take place in the usual manner - through two visits per year from the designated SQA External Verifier

Independent assessment
It is a requirement of this Award that independent assessment takes place and there are two ways of doing this. SQA accepts either of the following models:-

1. The appointment of an independent assessor who has no direct operational or training  

              connection with the candidate. In addition, s/he should not be based in the same workplace, nor 

              be relative of the candidate. The independent assessor must assess a minimum of one complete 

              mandatory unit (not O3).  Alternatively, the use of a peripatetic assessor will satisfy the 

              requirements, provided this assessor has no direct connection with the candidate's work.

2. The appointment of an adviser - where there is a separation between the role of adviser and 

assessor. The adviser develops a relationship with the candidate and provides support, advice, guidance on the candidate's development and the collection and presentation of evidence. This 

is independent because it is not part of the judgement process. 

The assessor on the other hand can be much more objective in his/her assessment as he/she has not had the same involvement in the development of the candidate and the collection and preparation of the evidence.  This allows the focus primarily to be on assessing the candidate’s competence.
Independent Assessors and Advisers need to be occupationally competent and knowledgeable about the Standards in the same way as assessors and verifiers. However, given the breadth and complexity of some of the Units and competences, it is more than likely that more than one assessor will be involved with a candidate for some Units of the Award. Centres need to ensure that Independent Assessors and Advisers keep records of their work with candidates which is auditable by an External Verifier.  (Appendix 5 contains proformas which may assist).

7.
Evidence Requirements

Imported Units

20 of the 23 units have been ‘imported’ from existing SVQs. The evidence requirements for these units have not been changed.

Where candidates have completed ‘imported’ units as part of another qualification then evidence of the 

successful completion is all that is required for the unit to be counted towards this qualification.

N.B. Even with imported units,  Independent assessment is still required.

8.      Values in Health and Social Care

One of the mandatory units is O3 -

‘Develop, maintain and evaluate systems and structures to promote the rights, responsibilities and diversity of people’ 
The evidence for this Unit is collected and presented in a different way from all the other Units because a guiding principle is that values should inform all actions and ways of working in social care.

Because of this principle, the evidence for O3 should be shown to be present in the work of all other Units in the Award. The best way to explain this further is simply to look at the worked examples that follow. (Appendix 6)
9.
Accreditation of prior learning
Many of the candidates for this award will have undertaken management training in the past and may be experienced managers.  All centres offering the Registered Manager SVQ should, therefore, provide the opportunity for candidate’s prior learning and experience to be assessed and accredited towards the Registered Manager award. 

It is important that any APL process ensures that:

· It covers relevant or appropriate experience from previous activities as well as accredited or certificated learning and qualifications.

· It is incorporated into the assessment planning with details of how it will take place.

· Any mapping of prior learning to the National Occupational Standards to identify gaps should be documented and auditable.

· Assessment methods or processes for APL should be documented and made available to the External Verifier and easy to track

In assessing the degree to which any previous learning meets the National Occupational Standards 

assessors will need to be mindful of the following:

· Content - The degree to which the content of the previous certificated learning meets the knowledge requirements of the National Occupational Standard against which it is being presented as evidence.

· Comprehensiveness of Assessment – ensure that all the learning derived from the content has been assessed.  If only a proportion has been assessed, then the learning for the ‘non-tested’ areas cannot be assumed.

· Performance and Knowledge - The degree to which the previous learning covered both performance, and knowledge.  Some learning will only have tested knowledge in which case the APL can only cover this aspect with performance requiring further assessment. Although unlikely, the reverse (performance tested but not knowledge could be true in which case knowledge and understanding would now need assessing.

· Currency - How recently the learning was gained. Whilst learning relating to management processes etc gained some time ago may still be relevant, candidates would need to demonstrate current knowledge of areas such as legislation, policy and so on, which may have changed since the previous learning programme was undertaken.
10.
Methods of Assessment

All the other usual assessment methods are available and should be used for this award. These are:

DO

Direct Observation by the assessor of real work activities.

RA
Reflective Account by the candidate, which is a detailed description of real work activities.

P
Products – these are usually reports and recordings made by candidates as part of their normal work duties.

Q
Questions – these can be used to cover some gaps in pcs, range or for knowledge.

W
Witness Testimony – this is a statement or comment by someone who has participated in the candidate's activity (e.g. colleague, client, carer or other) confirming that the candidate was involved in an activity.

Other
This could be prior learning and achievement, projects or simulation.

The most suitable and recommended methods for any particular Unit or element can be found in the notes within the unit and/or element, although it is anticipated that more product evidence will be used in this Award, because of the nature of management tasks. The notes will also indicate when simulation may or may not be used – as a general rule, real work activities are always preferred, but if simulation is used, it must be planned and be as close to a real situation as possible.
11.
How to get started……
The above guidance and explanations should be sufficient to allow an assessment to commence. The best way to fully understand an SVQ award is simply to start!

At the start, the assessor and candidate (plus the advisor and/or independent assessor if applicable) should meet and draw up an ASSESSMENT PLAN.  An example assessment plan is provided as part of this document. 

The assessment plan should contain some general decisions about how often candidate and assessor will meet – and where.  It may be important to agree a place where meetings will not be interrupted. 

The Unit(s) to be assessed by the independent assessor (if applicable) should be identified.

Next, a decision can be made about which Unit will be tackled first. It is encouraging to try and start with a familiar area of everyday work, and be very specific about what piece of work the assessor will observe.  The candidate, with the help of the assessor, should also leave the planning meeting with a very clear idea of what has to be written for the Reflective Account. Suitable products could also be identified. Further guidance on links between SVQ units and aspects of the management job role can be found in Appendix 1.

Finally, a date should be agreed when the assessment plan for the Unit (or Units) will be reviewed and a target date set for completion.

Appendix 1

Activities, products and documents useful in demonstrating competence in the Registered Manager National Occupational Standards

The following table lists activities, products and documents which might be useful in demonstrating competence against the Registered Manager National Occupational Standards. The items listed are not meant to be a requirement nor are the lists exhaustive.  Rather they are presented as a possible starting point for candidates, advisers and assessors working with the National Occupational Standards.

Unit
Typical activities, products and documents

O3 –  Develop, maintain and evaluate systems and structures to promote the rights, responsibilities and diversity of people


O3 underpins all the other units and should influence all work activity. Therefore, potentially any work activity should be able to provide evidence towards O3. For this reason many candidates find it easier to focus on O3 alongside other units rather than in isolation.

Discussions at team meetings, in supervision and in relation to individual service users regarding both the development of the systems and how they work in practice. Reviews, quality audits, appraisals etc should enable you to demonstrate the way you monitor these systems and structures.

Records, minutes, notes etc regarding the above

Policy and procedure documents designed to promote the rights, responsibilities and diversity of people, equal opportunities



RM1 –   Manage a service which meets the best possible outcomes for the individual
Team meetings, meetings regarding individual services users, care conferences, service users’ meetings, abuse strategy meetings, investigations, staff training sessions.

Records, minutes, notes of any of above meetings, care plans, documents identifying individual user’s needs, staff training materials, records of medication administration, records of checks on medication systems.

Policy and procedure documents on individual care planning, choice and independence, protection from abuse, medication administration and self-administration

B3 –   Manage the use of financial resources
Discussions regarding finance at team meetings, presentations to management team/trustees/committee re finance, bids/tenders to commissioners/purchasers.

Any reports/presentation materials/bids linked to the above, quotes and estimates, printouts of financial reports, 

Policy and procedure documents on financial controls etc

C13 –   Manage the performance of teams and individuals
Team meetings, supervision sessions, care planning meetings, discussions re resources and prioritising, objective setting meetings, appraisal meetings, grievance/disciplinary meetings, SVQ assessment/verification meetings.

Minutes, records, notes of any of the above, relevant contracts and agreements, workload statistical returns, D32/33/34 certificates

Policy and procedure documents on supervision, work allocation, appraisal etc

A2 –   Manage activities to meet requirements
Leading team meetings, negotiations with colleagues, Health and Safety audits, training events, responding to and subsequently investigating accidents and emergencies, fire drills, inducting new staff.

Minutes, notes and records of any of the above, care plans, brochure, annual report, memos to staff, Health and Safety certificates, inspection reports, training materials, induction materials and record, records of fire and evacuation drills, reports to management suggesting improvements.

Policy and procedure documents on Health and safety, accidents and emergencies, induction, fire safety, care planning.

A4 –   Contribute to improvements at work
Discussions regarding changes/improvements at team meetings, presentations to management team/trustees/committee regarding changes/improvements.

Any reports/presentation materials/minutes linked to the above, surveys and analyses, project proposals, implementation plans, feasibility reports etc.

Policy and procedure documents on designing and delivering changes and improvements etc

SNH4U1 – Develop programmes, projects and plans
Discussions regarding programmes, projects and plans at team meetings, presentations to management team/trustees/committee programmes, projects and plans, carrying out projects, consultation/advisory meetings, negotiation meetings.

Any reports/presentation materials/minutes linked to the above, surveys and analyses, project proposals, implementation plans, feasibility reports, SWOT analysis etc.

Policy and procedure documents on designing and delivering programmes, projects and plans etc

SC20 –   Contribute to the provision of effective physical, social and emotional environments for group care
Discussions at team meetings re the physical, social and emotional environment, negotiations with colleagues regarding improving the physical environments, programmes of leisure activities, Health and Safety audits.

Minutes, notes and records of any of the above, care plans, brochure, annual report, memos to staff, reports to management suggesting improvements to the physical, social and emotional environments.

Policy and procedure documents on Health and safety, maintaining and improving the quality of the physical, social and emotional environments

RM2 –   Ensure individuals and groups are supported appropriately when experiencing significant life events and transitions
Team meetings,  meetings regarding individual services users experiencing significant life events, care conferences, staff training sessions regarding coping with change, loss and bereavement etc.

Records, minutes, notes of any of above meetings, care plans, documents identifying individual user’s needs, staff training materials.

Policy and procedure documents on individual care planning, supporting individuals who are experiencing significant life events

SNH4U4 – Promote the interests of client groups in the community
Team meetings, meetings regarding individual services users, care conferences, service users’ meetings, staff training sessions, leisure activities, meetings with community groups, meetings with advocacy/self-advocacy groups.

Records, minutes, notes of any of above meetings, care plans, documents identifying individual user’s needs, staff training materials, information on noticeboards, posters etc regarding local community resources and events.

Policy and procedure documents on individual care planning, choice and independence, advocacy, and community involvement.

RG6 – 
Take responsibility for your business performance and the continuing professional development of self and others
Team meetings, supervision sessions, meetings with HR/training specialists, discussions regarding resources and prioritising, staff training events, objective setting meetings, appraisal meetings, IiP processes and achievement.

Minutes, records, notes of any of the above, development logs – yours and those of the staff you manage, appraisal reports, IiP action plan and assessment report, IiP certificate

Policy and procedure documents on supervision, workforce training and  development, appraisal, IiP etc

C10 – 
Develop teams and individuals to enhance performance
Team meetings, supervision sessions, meetings with HR/training specialists, discussions re resources and prioritising, staff training events, objective setting meetings, appraisal meetings, IiP processes and achievement.

Minutes, records, notes of any of the above, development logs – yours and those of the staff you manage, appraisal reports, IiP action plan and assessment report, IiP certificate

Policy and procedure documents on supervision, workforce training and  development, appraisal, IiP etc

HSCL4U9–  Create, maintain and develop an effective working environment
Team meetings, supervision sessions, discussions regarding the working environment and working relationships, team building events, contact with specialist services eg. counsellors, occupational health etc, appraisal meetings, grievance/disciplinary meetings.

Minutes, records, notes of any of the above.

Policy and procedure documents on supervision, team building, counselling etc



C8 –   Select personnel for activities
Discussions with senior management, peers, and staff team about personnel requirements, workforce plans, designing the selection process, selecting staff - advertising, shortlisting, interviewing etc

Notes of any of the above, workforce plans, costed analyses of personnel needs, personnel specification and job descriptions you have written or contributed to.

Policy and procedure documents on workforce planning and recruitment and selection

SC15 –  Develop and sustain arrangements for joint working between workers and agencies
Team meeting discussions regarding joint working, meetings with other agencies regarding joint working/partnership in general and in relation to individuals, staff training, feasibility projects.

Notes, minutes, correspondence, care plans, reports etc regarding any of the above

Policy and procedure documents regarding joint working

BDA2 –  Develop your plans for the business 
STEEP analyses (Social, Technical, Economic, Environmental, Political), SWOT analyses (Strengths, Weaknesses, Opportunities, Threats), mission statement, business plan, marketing plan, workforce plan and records, IiP action plan, financial statements/plans, training needs analysis, induction records, organisational charts.

Meetings with senior management, meetings with specialists both internal and external, consultations with staff team, service users, commissioners, banks, etc re any of the above.

Policy and procedure documents for all stages and aspects of business planning



D4 –  Provide information to support decision making
Discussions at team meetings, supervision etc to gather information, analyse information, inform others about outcomes/decisions, presentations to senior managers, desk research, utilising electronic information sources and analysis techniques.

Minutes/reports/notes/memos/presentation materials etc regarding any of the above, risk analysis reports.

Policy and procedure documents on decision making.



D2 –  Facilitate meetings
Leading team meetings, reviews, care conferences, meetings with outside agencies, presentations

Agendas, minutes, notes, materials used, correspondence etc about any of the above meetings

Policy and procedure documents about team meetings, reviews etc



F3 –  Manage continuous quality improvements
Discussions regarding quality assurance at team meetings, presentations to management team/trustees/committee regarding quality assurance and possible improvements, inspection visits, market and trends research.

Any reports/presentation materials/bids linked to the above. 

Policy and procedure documents on quality assurance and continuous improvement etc



F6 –  Monitor compliance with quality systems
Discussions regarding quality systems and audits at team meetings, meetings with quality auditors, presentations to management team/trustees/committee regarding quality systems and audits, inspection visits, IiP planning and implementation.

Any reports/presentation materials/bids linked to the above. Outcomes of inspections, quality audits, IiP certificates, chartermarks, ISO achievements/kitemarks etc

Policy and procedure documents on quality systems and audits etc



FURTHER INFORMATION

 List of reference documents

The following documents are relevant to the approval, implementation and quality assurance of SVQs:

Guide to Approval for Training Providers and Employers (Free, A0961, March 2000)

Guide to Assessment and Quality Assurance for Training Providers and Employers (Free, A0842, June 1999)

Guide to Assessment and Quality Assurance for Colleges of Further Education (Free, A0841, June 1999)

Quality Assurance Principles, Elements and Criteria (Free, A0798, December 1998)
Appendix 2

GUIDANCE ON OCCUPATIONAL COMPETENCE OF ASSESSORS, ADVISERS AND INTERNAL VERIFIERS

The following gives guidance on the qualifications and experience required by assessors, advisers and 


internal verifiers for this award.


Essential
Desirable

Qualifications
· Achievement of or working towards D Units

· One of the following:


DipSW, CQSW, CSS, SVQ Care 4


RGN, RMN (or other relevant nursing 


qualification)


SVQ Training and Development 4 or


SVQ Management 4 


or other relevant qualification to be agreed via 
SQA 

(any of the above combined with sufficient experience and relevant job role)

· Any of the above combined with CPD in supervision or management 
· D Units

Experience
· Normally 2 years in a care setting

· Knowledge of occupational standards being assessed care and/or management

· Experience of management within a care or other relevant setting (if assessing the management units)

· Experience in a senior practitioner role or management role within a care setting (if assessing care units)
· Management training and/or management qualification

Job Role
· Supervisory/Management or Training role

· Practice Teacher/Tutor

· Depute, Unit or External Manager


NB.  The above guidance applies to the independent assessor and should be read in conjunction with the assessment strategy

ADVISERS 

must be occupationally competent and knowledgeable about the standards

INTERNAL VERIFIERS must be occupationally competent in the care field.

The Internal Verifier should have qualifications and/or experience equivalent to or above that of the assessor.  They should also have an indepth knowledge of the care and management standards if applicable.  They should also have or be working towards the appropriate D unit (D34).

APPENDIX 3

Links between the SVQ Registered Manager in Health and Social Care Level 4 and SVQ Care Level 4
SVQ REGISTERED MANAGER IN HEALTH AND SOCIAL CARE LEVEL 4



SVQ IN CARE LEVEL 4

Candidates need to achieve 10 units - 4 units in the Mandatory set, at least 1 unit from each of the four sets of units: Managing Activities, Manage People and other Resources, Manage Information, Manage Quality,and 2 units from any of the remaining units, including the assessment and verification units.

Candidates need to achieve 14 units. All 8 units in the Mandatory set plus 6 units from the optional set 

Mandatory Units

Mandatory Units

O3 Develop, maintain and evaluate systems and structures to promote the rights, responsibilities and diversity of people

O2 Promote people’s equality, diversity and rights.

RM1 Manage a service, which meets the best possible outcomes for the individual

O3 Develop, maintain and evaluate systems and structures to promote the rights, responsibilities and diversity of people

MCI/B3 Manage the use of financial resources

CU7 Develop one’s own knowledge and practice


MCI/C13 Manage the performance of team and individuals

SC14 Establish, sustain and disengage from relationships with clients



SC15 Develop and sustain arrangements for joint working between workers and agencies

Manage Activities

SC16 Assess individuals’ needs and circumstances

A2 Manage activities to meet requirements

SC17 Evaluate risk of abuse, failure to protect and harm to self and others

A4 Contribute to improvements at work

SC18 Plan and agree service responses which meet individuals’ identified needs and circumstances

SNH4U1 Develop programmes, projects and plans



SC20 Contribute to the provision of effective physical, social and emotional environments for group care

Optional units 

RM2 Ensure individuals and groups are supported appropriately when experiencing significant life events and transitions

AGCP/B5 Structure learning opportunities with individuals

SNH4U4 Promote the interests of client groups in the community

CJ4 Represent agencny agency at a formal hearing



CJ5 Contribute to the development of agency policy and practice

Manage People and other Resources

CJ14 Assist individuals with negotiations and formal hearings

RG6 Take responsibility for your business performance and the continuing development of self and others

CU8 Contribute to the development of the knowledge and practice of others

MCI/C10 Develop teams and individuals to enhance performance

D1301 Select, develop and co-ordinate volunteers

HSCL4U9 Create, maintain and develop an effective working environment

MCI/B3 Manage the use of financial resources

MCI/C8 Select personnel for activities

MCI/C8 Select personnel for activities

SC15 Develop and sustain arrangements for joint working between workers and agencies

MCI/C10 Develop teams and individuals to enhance performance

BDA2 Develop your plans for the business

MCI/C13 Manage the performance of teams and individuals



MCI/D4 Provide information to support decision making

Manage Information

NC2 Enable individuals, their family and friends to explore and manage change

MCI/D4 Provide information to support decision making

NC11 Contribute to the planning, implementation and evaluation of therapeutic programmes to enable individuals to manage their behaviour

D2 Facilitate meetings

SC19 Co ordinate, monitor and review service responses to meet individuals’ identified needs and circumstances



SC20 Contribute to the provision of effective physical, social and emotional environments for group care

Manage Quality

SNH4U4 Promote the interests of client groups in the community

F3 Manage continuous quality improvement

SNH4U6 Develop control for people who are a risk to themselves or others

F6 Monitor compliance with quality systems

W5 Support clients with difficult or potentially difficult relationships





Assessment / Verification

D32 Assess candidate performance
D33 Assess candidate using different sources of evidence

D34 Internally verify the assessment process



Appendix 4

BLANK RECORDING DOCUMENTATION

Scottish  Vocational  Qualification

Registered Manager in Health and Social Care

 level 4

The blank proforma on the following pages should be used to record evidence in the assessment of the SVQ candidate.  The forms should be self-explanatory, and the worked examples in the next section should help clarify their purpose.

Centres may wish to amend the blank proforma slightly – for example, put the centre’s name at the top or alter the spaces of the boxes.  For significant changes to the documentation, SQA permission must be sought.

Note:  It should be noted that the blank recording proforma which has been in use for some time with Scottish Progression Awards (SPAs) and SVQs has been amended and developed.  The changes are intended to simplify the existing recording documentation, and they have been made in the light of experience and comments from centres.  Candidates starting on this award should use this new documentation, although it is appreciated there may be some mixed use of the old and the new with centres used to the old format.  This should not affect the quality of the candidate evidence or the integrity of the assessment process. 

ASSESSMENT PLAN

Unit(s) to be assessed:  

activity and/or client(s) identified
when
assessment method





Record of any additional discussion including when there will be a review of the above work:



Assessor signature:  

Date:


Candidate signature:   

Date:

EVIDENCE INDEX
PAGE NUMBER     

Award title and level:  


Candidate name:  

Evidence number and date
description of evidence
included in portfolio   yes/no?
sampled by internal verifier

(enter date)














































































































































































































REFLECTIVE ACCOUNT
EVIDENCE NUMBER  




EVIDENCE DATE  

statement
unit, elements, pcs, range and knowledge
‘O’ unit





Candidate signature:  

Date:  


DIRECT OBSERVATION
EVIDENCE NUMBER  


BY ASSESSOR
DATE OF OBSERVATION  


Candidate Name:  


Briefly note the activity you observed, state the skills shown by the candidate and how you thought competence was demonstrated:
unit, elements, pcs, range, and 'O' unit




Knowledge evidence demonstrated during the observation:




Assessor’s feedback to candidate on the work observed:




I can confirm the candidate's performance was competent

Assessor signature:  

Date:  

WITNESS TESTIMONY
EVIDENCE NUMBER 



EVIDENCE DATE 

Candidate Name:  

Witness testimony can be used to affirm and support evidence produced by the candidate (e.g. a reflective account, product, HNC assignment etc) or can describe performance the witness observed.   However, it is the assessor who makes the decision about which competences it may provide evidence for. (Care and sensitivity must be exercised if service users are providing this).


Witness name:

Date:


Witness designation and relationship to candidate:

Assessor comments:



‘OTHER’ EVIDENCE
EVIDENCE NUMBER  



EVIDENCE DATE  

This sheet can be used, if required, to record ‘other’ types of evidence. ‘Other evidence’ could include for example, a short assignment to cover knowledge points, a project, an account of a simulation, the use of accreditation of prior learning, etc.  Remember if APL is used, there must also be current evidence

Type of evidence: (what is being used e.g. HNC assignment for knowledge, APL for practice, etc.)


Description of evidence:


unit, elements, pcs, range, knowledge, and 'O' unit

Candidate signature:  

Date:  


QUESTIONS AND ANSWERS
EVIDENCE NUMBER  :  

EVIDENCE DATE  


Indicate the unit, element, pcs, range and/or knowledge requirements where questions are used to fill the gaps:

unit:  

element: 

pcs:  

range:  

knowledge evidence numbers:  



For units, elements, pcs and range provide all the questions asked and the candidate’s answers.

For knowledge provide a sample of the questions asked and the candidate’s answers:



Assessor signature:

Date:  


Candidate signature:

Date:  


Appendix 5

BLANK RECORDING DOCUMENTATION

FOR ADVISERS AND INDEPENDENT ASSESSORS

Scottish Vocational Qualification
Registered Manager in Health and Social Care

level 4

The blank proforma on the following pages may be used by the Independent Assessor and/or the Adviser to record evidence of independent assessment .  See Section 6 of this document for details of the models of independent assessment 

ASSESSMENT PLAN - between candidate and Independent Assessor

Unit(s) to be assessed:  

activity and/or client(s) identified
when
assessment method





Record of any additional discussion including when there will be a review of the above work:



Independent Assessor signature:  

Date:


Candidate signature:   

Date:

EVIDENCE NUMBER:  

REFLECTIVE ACCOUNT USED BY INDEPENDENT ASSESSOR

statement
unit, elements, pcs, range and knowledge
‘O’ unit





Candidate signature:  

 Date

Independent assessor signature:   

Date


DIRECT OBSERVATION
EVIDENCE NUMBER  

BY INDEPENDENT ASSESSOR

DATE OF OBSERVATION  

Candidate Name:  


briefly note the activity you observed, state the skills shown by the candidate and how you thought competence was demonstrated:
unit, elements, pcs, range, and 'O' unit




Knowledge evidence demonstrated during the observation:




Assessor’s feedback to candidate on the work observed:




I can confirm the candidate's performance was competent

Assessor signature:  

Date:  

WITNESS TESTIMONY

EVIDENCE NUMBER-----------

USED BY INDEPENDENT ASSESSOR
Candidate Name:  


Witness testimony can be used to affirm and support evidence produced by the candidate (e.g. a reflective account, product, HNC assignment etc) or can describe performance the witness observed.   However, it is the assessor who makes the decision about which competences it may provide evidence for. (Care and sensitivity must be exercised if service users are providing this).


Witness name:

Date




Witness designation and relationship to candidate:

Independent Assessor comments:



‘OTHER’ EVIDENCE
EVIDENCE NUMBER  


BY INDEPENDENT ASSESSOR


EVIDENCE DATE  

This sheet can be used, if required, to record ‘other’ types of evidence. ‘Other evidence’ could include for example, a short assignment to cover knowledge points, a project, an account of a simulation, the use of accreditation of prior learning, etc.  Remember if APL is used, there must also be current evidence

Type of evidence: (what is being used e.g. HNC assignment for knowledge, APL for practice, etc.)


Description of evidence:


unit, elements, pcs, range, knowledge, and 'O' unit

Candidate signature:  

Date:  


Independent Assessor signature- :  


--

QUESTIONS AND ANSWERS
EVIDENCE NUMBER  


USED BY THE INDEPENDENT ASSESSOR

EVIDENCE DATE  


Indicate the unit, element, pcs, range and/or knowledge requirements where questions are used to fill the gaps:

unit:  

element: 

pcs:  

range:  

knowledge evidence numbers:  



For units, elements, pcs and range provide all the questions asked and the candidate’s answers.

For knowledge provide a sample of the questions asked and the candidate’s answers:



Independent Assessor signature:

Date:  

FEEDBACK FROM ADVISER

Candidate name ………………………………………………………………

Adviser name………………………………………………………………….

Date of meeting………………………………………………………………..

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

Please detail below the content of your meeting: i.e. was it about assessment planning for a particular SVQ unit, or was it a discussion of a piece of evidence….etc

Please remember to record arrangements for a future meeting..

Candidate signature:  

Date

Adviser signature:   

Date

WORKED EXAMPLES

Scottish Vocational Qualification
Registered Manager in Health and Social Care

level 4

The following pages contain some worked examples of how to write evidence of performance and knowledge and how to match it against the units, elements, pcs, range and knowledge of the standards. The examples do not necessarily show all the evidence which would be required for a complete unit.
We hope you will find the worked examples helpful. Please note, that whilst you are requested to use the SQA recording documentation, it is recognised that candidates and assessors will have different styles describing, explaining and writing about events and incidents.  You should do this in the way most suitable to you.

ASSESSMENT PLAN

Unit(s) to be assessed:  C8 Select Personnel for Activities

activity and/or client(s) identified
when
assessment method

It is difficult to plan activities for this unit, however I am aware that there will be a temporary six-month post arising due to maternity leave.  Also in the future there will be a review of the relief pool and the hours that can be offered.  This assessment plan will be completed as the evidence arises for C8.

C8.1

Proposing that a dedicated relief post be created, amending job description and person specification for the above post.  Also advertising a temporary post to cover maternity leave.

C8.2

Receiving application forms and short-listing

C8.2

Interviewing applicant and seeking clarification of policy

C8.2

Discussion after interview with colleagues to decide successful applicant

C8.1

Discussing the procedure of interviewing and arranging informal visits for applicants who have been short-listed


10/06/02

24/06/02

30/07/02

01/07/02

13/06/02


Reflective Account

Reflective Account

Reflective Account

Direct Observation

Direct Observation



Record of any additional discussion including when there will be a review of the above work:

As this unit is difficult to plan the evidence will be collected when a recruitment opportunity arises.  I will meet with my assessor on regular intervals to review progress.  It will be my responsibility to arrange for the assessor to be present when discussions and meetings occur in relation to recruitment.



Assessor signature: Joe Bloggs







Date:. 01/06/02

Candidate signature: Michelle Banks

Date: 01/06/02

EVIDENCE INDEX




PAGE NUMBER………………
Award title and level: SVQ Registered Manager in Health and Social Care level 4

Candidate name: Michelle Banks
evidence number and date
description of evidence
included in portfolio   yes/no?
sampled by internal verifier

(enter date)

14
Reflective Account (C8)
yes


15
Reflective Account (C8)
yes


17

Memo re hours (C8)
No filing cabinet
Yes 5/8/02

20
Job Description
No filing cabinet
Yes 5/8/02

21
Witness Testimony (C8)
Yes


22
Reflective Account (C8.2)
Yes


23
Direct Observation (C8.1)
Yes


24
Interview Schedule (C8)
No personnel file


25
Job Specification (C8)
No personnel file


26
Direct Observation (C8.2)
Yes


27
Memo Personnel (C8)
No filing cabinet


28
Assignment (C8)
yes


29
Candidates’ Notes (C8)
No personnel file

































































































REFLECTIVE ACCOUNT
EVIDENCE NUMBER
14




EVIDENCE DATE
10 June 2002

statement
unit, elements, pcs, range and knowledge
‘O’ unit

At the Senior Staff Meeting we discussed the replacement of social care worker(s) posts.  I agreed to contact Senior Management about changing the hours of the posts.  The dependency level of two or three residents had increased, therefore increasing the support required for staff.  Vacancies exist for one full-time worker to cover maternity leave, from the first of August.  The post will be advertised as temporary for six months.  This reflects employment legalisation.

The second post is for 16 hours.  Filling and maintaining relief ‘pool’ post prove to be problematic, as there is a constant turnover of staff.  My proposal was that we appointed a dedicated staff member.  Their contract would be for 24 hours a week.  This would provide consistency of care throughout the establishment.  Senior Management discussed the issues that this may create, particularly as we may have to organise holiday rotas more strictly with new workers covering particular staff on set weeks.  On balance, I felt it helped continuity of care.  Through forward planning of rotas the person appointed may be able to work extra hours as required.  This would reduce the problem of a high turn of relief staff, and reduce training demands and financial implications.  I was aware that the proposal might not be the cheapest option available.  However I felt that it would establish a consistent team within the staff group.

Due to time constraints I hand delivered the proposal to my Manager.  The memo was marked private and confidential (Evidence 17)

Three days later I received confirmation from the Management Team to appoint a dedicated relief member.  I contacted Personnel and Administration Officer by email to inform them of the changes to the job advertisement.


C8.1 Range 2a 2c

KE1

C8.1 Range1a,1d, 1e, 1f, 1g

C8.1.3.

C8.1 Range 3d

C8.1.1, C8.1.2,

C8.1 Range 2c,2d

KE 3, 4, 6




Candidate signature:  ………Michelle Banks………………………………………………Date:…10 June 2002…

REFLECTIVE ACCOUNT
EVIDENCE NUMBER
15




EVIDENCE DATE
10 June 2002

statement
unit, elements, pcs, range and knowledge
‘O’ unit

Following on from Evidence 14

The Personnel and Administration Officer emailed me a draft of the advert.  Attached was an amended job description (Evidence 20) and person specification form.  Making minor alterations I agreed to the changes.  The changes stressed that the successful applicant may be expected to work additional hours above the contracted 24.  The second alteration was the relief staff member has access to the SVQ level 2 after one year of employment.  They will have the same rights and ability to training as permanent staff members.  Personnel confirmed the changes and advised the advert would be placed for Friday’s paper.


C8.1.4

C8.1.6
O3.3.5

O3 Range 1b, 3a, 6b

Candidate signature: Michelle Banks





Date: 10 June 2002

WITNESS TESTIMONY
EVIDENCE NUMBER
21







EVIDENCE DATE
12 June 2002 

Candidate Name:

Michelle Banks

Witness testimony can be used to affirm and support evidence produced by the candidate (e.g. a reflective account, product, HNC assignment etc) or can describe performance the witness observed.   However, it is the assessor who makes the decision about which competences it may provide evidence for.  (Care and sensitivity must be exercised if service users are providing this).
I can confirm that Michelle contacted me by email regarding the changes to the job description for the dedicated relief post.

I telephoned her to go over the job description and the various changes that I felt needed to be made and the ones she proposed.

The agency uses occupational standards, as the basis for job descriptions, with separate sections to cope with specific tasks identified by Managers.  Michelle made changes to the person specifications plus the advert.

I emailed the final changes, draft advert and then, contacted the local newspaper.

Michelle’s reflective account is in keeping with my reflection of events and meets the organisational requirements regarding job recruitment



Witness name:   Joyce Jones

Date: 14 June 2002


Witness designation and relationship to candidate:  HRM Officer   colleague

J



Assessor comments:
This confirms the action taken as stated in Evidence 14, Reflective Account and relates to Unit C8 Element 1



REFLECTIVE ACCOUNT
EVIDENCE NUMBER
22




EVIDENCE DATE 
24 June 2002

statement
unit, elements, pcs, range and knowledge
‘O’ unit

Further to consultation re posts detailed in Evidence 14 & 15

I received the application forms from Personnel.  I had used the agencies Person Specification form for criteria for short listing.

Meeting with colleagues we discussed whether each applicant had the essential/desirable elements stated in Person Specification form.  I highlighted that all references for internal applicants had to be sent to Personnel.  They in turn forward copies to the interviewing panel.  After discussion I arranged the interview schedule (Evidence 24).  Eight people were invited for interview, seven of whom were applying for more than one post.

A staff member on the interview panel was new to recruitment.  I discussed the selection process in detail.  I suggested sample questions and phrases that could be used.  I highlighted the use of probing questions regarding flexibility of work, reasons for leaving last job and highlighting any jobs that had been identified from the application form.  I advised the staff member that her comments and remarks would be recorded, as Personnel retain all applications in the event that the selection process is challenged.  I advised the staff member that she advise the applicants that they will be informed of the decisions in writing, and not to telephone.

Agency policy stipulates that applicants provide proof of address.  One of the applicants was new to Aberdeen.  At the interview for Social Care staff, she told us that she did not have the necessary documentation for the disclosure form.  I explained to the person that I was unsure if an old address would meet the requirements.  I informed the person that I would seek clarification and would contact her with the decisions.

I wrote to Personnel and suggested that a section of the Line Managers Handbook (Evidence 28) would need to be altered to take account of the potential problem of legislation on disclosure.  Similar incidents could arise in the future, slowing up the selection process.


C8.2.2

C8.2.3

C8.2.1

C8.2.8

C8.2.7

C8.2 Range 1a,1b,1c,1d,1e,1f,2a,2d

KE 13,16,17, 18,20,2122,24

C8.2.9
O3.1.8 Range 1b,3b,5b

O3.1.11 Range 4b, 6c

Candidate signature: Michelle Banks





Date: 24 & 30 June 2002

DIRECT OBSERVATION 
EVIDENCE NUMBER
23
BY ASSESSOR




DATE OF OBSERVATION  13 June 2002
Candidate Name: Michelle Banks

briefly note the activity you observed, state the skills shown by the candidate and how you thought competence was demonstrated:
unit, elements, pcs, range, and 'O' unit

I attended a meeting with Michelle at which she discussed the arrangements for shortlisting the applicants for the interviews for the 2 social care and dedicated relief staff.

She explained that all applicants will be undertaking the same tasks and suggested that the SVQ Unit titles could be used for opening questions.  The person  specification form could be used for taking notes of the essential and desirable attributes of each applicant

She reminded staff that would be involved in the interview not to ask personal questions such as childcare arrangements.  However, it is appropriate to indicate that the post involves working weekends and evenings.

She discussed that there were 2 internal applicants who need to be informed that they will be considered alongside external applicants.  Staff should not show any bias, or favouritism.  Ideally all applicants including internal, must have their references into the office, prior to interview.  There has also been a change in legislation, Part V of the Police Act 1997, which relates to Criminal Record Certificates or Disclosures.  Applicants have been informed of this when they receive their application pack.  She would explain to all applicants, that if they were successful, they would be required to complete a disclosure form.  This form would be sent away to the appropriate person.  Michelle explained that the  timescale for appointments is likely to be delayed, and they should not become too anxious.

Michelle allocated tasks to staff for the interview.  Arrangements were made to invite shorlisted applicants to visit the establishment.  She finalised the shortlist and date for the interview.
C8.1.6

O3.1.2 Range 1b, 5c

C8.1.4

C8.1.5, Range 3a

Knowledge evidence demonstrated during the observation:

5, 7, 8, 10, 15, 17, 18, 21, 22




Assessor’s feedback to candidate on the work observed:

Michelle, this was a well thought out piece of work showing creative and flexibility in your thinking in order to meet client needs.


I can confirm the candidate's performance was competent

Assessor signature:
Joe Bloggs





Date:. 13 June 2002

DIRECT OBSERVATION 
EVIDENCE NUMBER
26
BY ASSESSOR






DATE OF OBSERVATION
   1 July 2002
Candidate Name:……Michelle Banks……………………………………………………

briefly note the activity you observed, state the skills shown by the candidate and how you thought competence was demonstrated:
unit, elements, pcs, range, and 'O' unit

Immediately following the interview I joined a meeting with Michelle and two other senior staff to go over the feedback and selection process.

Michelle went over each candidate notes (evidence 29) in detail and asked each person in turn for their comments.  The process was time-consuming but after some fairly robust discussions the final choice was made.  Michelle gathered all the forms together and put them in the Personnel Folder, which she sealed and marked private and confidential.

She phoned Personnel and informed them which applicant she would like to appoint to the three posts.  She asked if they could forward a Disclosure Scotland Application Form to the successful applicants.  Before applicants can be offered the post the enhanced disclosure forms are required to be completed and returned to Personnel. On receipt of the forms a letter of appointment will be sent to confirm their employment.  She stressed that with one post one reference was not available as the Referee was on holiday but had given a positive verbal reference, so the appointment was also subject to a written reference.  Until a reference could be obtained no other applicants would be informed.

Michelle asked if it would be in order to offer another part-time post to one of the applicants as the full-time post was given to an existing part-time worker.  The person, who she wanted to be offered the post already had a SVQ and had almost completed essential training.  Manual handling was still to be completed.  She felt it saved on re-advertising and made good use of everyone’s time.  Personnel agreed and Michelle posted the selected records, application forms, references back to the main office, this is both an organisational and Data Protection requirement.
C8.2.2, C8.2.4, C8.2.5, C8.2.7, 

C8.2, Range 1a,1b,1c,1d,1e,1f,1g, 2d

O3.2.2, Range 1a, 5a, 5c

C8.2, Range 2b & 2c

Knowledge evidence demonstrated during the observation:

12, 13, 15, 18, 21, 22, 23




Assessor’s feedback to candidate on the work observed:

Michelle you demonstrated good organisational practice and clearly knew government legislation on employment issues.  You ensured that you completed tasks within time constraints.




I can confirm the candidate's performance was competent

Assessor signature: 
Joe Bloggs




Date:. 1 July 2002 

‘OTHER’ EVIDENCE 



EVIDENCE NUMBER

28

EVIDENCE DATE………15 August 2002…

This sheet can be used, if required, to record ‘other’ types of evidence. ‘Other evidence’ could include for example, a short assignment to cover knowledge points, a project, an account of a simulation, the use of accreditation of prior learning, etc.  Remember if APL is used, there must also be current evidence

Type of evidence: (what is being used e.g. HNC assignment for knowledge, APL for practice, etc.)
Assignment

Circumstances of Assessment

Michelle has attended Recruitment and Selection, Disciplinary Procedures, Supervision Skills and Appraisal Training all of which are relevant from the DOs and RAs to this unit C8.  I have tracked her knowledge and orally questioned points that were not apparent or didn’t emerge.  Centre policy is to undertake an Assignment for this unit.  The Assignment was to describe the organisation’s selection and interviewing processes in detail.



Description of evidence:

Having been a Manager for a number of years I recognise that the Recruitment and Selection Process can be fraught with difficulties.  If you fail to pay attention to detail it is easy to make mistakes and experience problems.  As a Manager my role is to work with my Team within the workplace.  I liaise with Personnel Section to ensure that when a post becomes vacant they are aware of the specification that is required for that post.  This involves a detailed process of the following:

· Creating a full and inviting advert

· Ensuring job descriptions and person specifications are accurate

· Generate a pool/selection of suitably qualified candidates

· Ensuring Law and organisational/Legal Procedures are fulfilled.

· Finally get the post(s) filled quickly by the right person.

I have attended various training courses on the use of Occupational Standards for Recruitment, Supervision/Appraisal this knowledge has helped me with establishing a basic framework for appointing staff and the selection process.  However, if training  is not up to date it is easy to get the process wrong and waste time/money repeating the process. 

In my workplace most of my Team are part-time and the numbers of residents and their needs can change and has changed over the years and can change within a short period of time.  It can take time to get decisions agreed by senior management particularly when changing the hours of vacant posts.  Within my own supervision I raised issues of  emergency recruitment. We discussed the process for agreeing changes quickly and the possibility of selecting a replacement in advance of the post becoming vacant.  Senior staff involvement and motivation is vital at this stage.

I also need to be able to have clear information on staff replacement hours used and the remaining budget available.  Future needs for holiday, sickness/hospitalisation, future plans and potential demands need to be projected and included in the budget. All these serve as constraints for developing extra posts or enhancing hours of part-time employees.  That is why accurate communication and record keeping is vital before and during the recruitment stage.  As a Manager I have to develop and regularly update the job adverts, essential and desirable competences required and person specification.  Identify the labour market potential for anyone wishing to change careers and so to attract a diverse pool of applicants.  Within the pool of applicants we would be looking for diverse range and skills, knowledge and life experience.

The screening of applicants is critical, especially when you have had a small response to an advert.  It is here the interview process becomes the real focus in order to appoint the person with the desired qualities  If there were no suitable applicants the post may need to be re-advertised.   Using the application form, skills, experience and achievements can be checked to see if knowledge and understanding of the job requirements can match the capabilities against the specification.  The screening can then be done using the Person Specification and using the Occupational Standards/SVQ Units.  I advise the panel to create their own list of notes when identifying candidates who meet the “essential” criteria when comparing application forms.  If this results in a large short list, the “desirable” criteria will then be used to reduce the list.  Using this process we can maximise the effectiveness of the selection process and minimise the subjectivity of the interviewers.

I know from my Training on Recruitment and Selection and from other reading (G Roberts Recruitment and Selection – A Competency Approach) that one difficulty in selection is mirroring.  This is when people involved in selection often choose candidates who mirror their own beliefs, abilities etc rather than stepping back and searching for the candidate best suited for the job.  Clear specifications and briefing the interview panel on the need to look for background experience and skills, as well as the individual qualities and working style.  This is particularly important given the stress I place on teamwork.  Using the specification form helps to improve the selection and minimise the subsequent disagreements between the interview panel.

Great care needs to be taken with regard to any discrimination, physically fit will undoubtedly breach the Disability Discrimination Act, Stereotyping personal qualities may breach the  sex discrimination legislation.  Legislation covers most if not all the employment relationship.  I have and I need to be careful in ensuring that staff are not treated less favourably in their employment.  However, the Legislation on discrimination extends to those seeking employment and therefore has significant relevance for recruitment and selection (Roberts).  Notes need to be taken, retained and sent back to Personnel in order to provide evidence that the interview process is fair, objective and non-discriminatory. 

This assignment is not about Legislation but during the Recruitment and Selection Process I and my staff need to be aware of direct and indirect discrimination, pregnancy, disability, race, sexual orientation legislation to name only some.  I need to be aware and seek advice when I am not sure.  My aim is to be as objective as possible and it makes good economic and business sense to give full and fair consideration to all candidates or interview panel members will have failed to do the job properly. 

unit, elements, pcs, range, knowledge, and 'O' unit

KE3

KE 4, 10

KE 2, 16

KE 3

KE 10

KE 21, 22



Candidate signature:  …Michelle Banks…………………………………………………Date: 15 August 2002
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