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Please complete the following information:

Candidate name:


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

Job title:



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

Any relevant qualifications:

----------------------------------------------------------------
Organisation:



----------------------------------------------------------------
Name of workplace: 


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

(if different from above)

Brief description of duties:


Please provide details of those involved in your SVQ:

	Assessor (s):


	

	
	

	Internal Verifier:


	


	Expert Witness(es)
	Position Held & Relationship to Candidate
	Providing Evidence for (please list units)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


To complete the Scottish Vocational Qualification in Health and Social Care (Adults) at level 4 candidates must undertake 4 mandatory Units plus 4 optional Units.

Candidate, assessor and internal verifier should sign and date the box on completion of each Unit.

	UNIT


	CANDIDATE
	ASSESSOR
	INTERNAL VERIFIER
	DATE COMPLETED

	
	
	Mandatory Units
	
	

	HSC41

Use and develop methods and systems to communicate, record and report


	
	
	
	

	HSC42

Contribute to the development and maintenance of healthy and safe practices in the working environment


	
	
	
	

	HSC43

Take responsibility for the continuing professional development of self and others
	
	
	
	

	HSC45 

Develop practices which promote choice, well-being and protection of all individuals


	
	
	
	

	
	
	Optional Units
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


KEEP THIS RECORD AT THE FRONT OF THE PORTFOLIO

Key Words and Concepts
This section provides explanations and definitions of the key words and concepts used in this SVQ. In occupational standards it is quite common to find words or phrases used which you will be familiar with, but which, in the detail of the standards, may be used in a very particular way. Therefore, we would encourage you to read this section carefully before you begin working with the standards and to refer back to this section as required.

________________________

	Abuse 
	May be physical, emotional psychological, financial, sexual or through the denial of rights or choice.  It may also be abuse of the individual or their property 

	Accident
	Unforeseen major and minor incidents where an individual is injured

	Achievable decisions
	Achievable decisions include limitations imposed by resources, legal and statutory powers etc

	Action Taken
	Associated with your own practice, the practice of others, organisational practices and procedures, action related to the provision and services, and actions related to the recording systems and practices

	Active support
	Support that encourages individuals to do as much for themselves as possible to maintain their independence and physical ability and encourages people with disabilities to maximise their own potential and independence

	Additional support
	for the individual includes the need for an interpreter or advocate

	Advocacy
	Where a person represents the exact views of the child/young person and speaks on there behalf

	Advocacy and acting as an advocate 
	Involves representing the views of individuals, families, carers, groups and communities.  This can be carried out: by the individual, family, group or community advocating on their own behalf; by the worker working with them to advocate as a joint endeavour; by the worker advocating for the individual, family, group and community; and by using independent advocates who specialises in representing the views of individuals, families, carers, groups and communities.  Within the criminal justice settings, advocacy refers to the integration of offenders into communities and accessing resources to assist in this process

	Agreed
	The final form of the plan/assessment specifying if and where the services offered were not the first preference of the individual and identifying areas of concern, and conflicts of opinion/judgements

	Agreeing a course of action
	Agreeing a course of action for a child or adolescent must involve the parent or legal guardian and should take account of the family or alternative care context

	All parties
	Including the individual with mental health needs, carers, family members and those providing support services.  The principle if involving the individual with mental health needs in the planning of support programmes for their families and carers should be followed through but may not always be appropriate or feasible depending on the capabilities of the individual, their wishes or the wishes of the carer/family members

	Approved methods and procedures
	These are methods and procedures that have been set down in legalisation, set by your organisation, identified in risk assessments and/or set down by the producers of the items, materials or equipment

	Awareness raising audiences
	The people and organisations who need to be made aware of the needs of and the benefits to individuals of accessing leisure opportunities

	Care needs assessment
	A comprehensive assessment of the individual’s care needs.  It will involve and take account of the preferences of individuals and key people and support being provided by key people and other services. It will cover: the individuals’ physical and mental support needs; medication requirements; personal safety of individuals and key people; how any risks will be managed; any specialist needs, including preferred method of communication and language and the social interests, religious and cultural needs of individuals 

	Care plans
	The care plan will include all aspects of the individual’s care needs which need to be adhered to within any setting in which the individual is placed.  It addresses the holistic needs of the individual. 

	Carer
	Refers to family, friends and others who contribute to the care of the individual on a voluntary basis.  Carers may provide permanent care within the individuals home, part time care in the home or contribute to the care of the individual in a residential setting (but who are not employed to do so)

	Carers
	Any person who cares for the physical, social and mental well being of the children

	Carers and Families
	Anyone who has an active and on-going  informal role in caring for individuals, including those with a familial relationship to the individual.  Partners, where they exist, would be considered as family members.  The individuals may be adults of working age, children or adolescents or older people

	Children and Young People
	Children and young people from birth to 18 years of age who require health and care services and where the children and young people are “looked after” or still eligible to receive children and young people’s services until they reach 21.  If still in the educational provision this age range can rise to 25. Where children and young people use advocates to enable them to express their views, wishes or feelings and to speak on their behalf, the term child/young person within this standard covers the children and young people and their advocate

	Circumstances
	Of carers and families may be in relation to social, economic and/or physical factors (including health and living space/facilities) which influence their capacity to provide care for the individual

	Colleagues
	Colleagues can be anyone with whom you work, including, where appropriate any staff for whom you have responsibility.  Colleagues can also be people from outside your organisations with whom you are working

	Consent
	Need not be given directly by the individual in some cases, but can be confirmed as present by reference to others (e.g. in the case of children and young people)  or as a result of legal imperatives under the provisions of the Mental Health Act

	Constructive feedback
	Comments about your strengths or areas that need developing, they are useful for improving your practice

	Context
	The individuals socio-economic and personal contexts of their lives

	Danger
	The possibility of harm and abuse happening

	Dangerous Acts
	Acts that could lead to the possibility of  harm and abuse happening

	Development opportunities
	Opportunities that enable you to develop and practice more effectively  

	Emergencies
	Immediate and threatening danger to individuals and others

	Engagement
	Promoting the active involvement of individuals in communication.  It requires consistency between your verbal and non-verbal behaviour that respects the individuals’ and key people’s experience, expertise, culture, history and religion

	Enquiries
	may be received by phone, letter, fax, email or face-to-face.

	Evaluation 

information 


	Feedback received from all sources (including individuals and key people) that when collated and interpreted will allow decisions to be made about the effectiveness of communication methods and systems

	Evidence 
	The information on which judgements should be made.  When providing evidence you should clearly differentiate between what is fact, what is opinion, what is based on research and knowledge based practice

	Evidence

based 
	Practice that is based on evidence, this may be research based evidence and/or knowledge based evidence

	Evidenced
	This may be research based evidence and/or knowledge based evidence

	Extra Support
	Can include the use of key people and other professionals or specialist equipment to aid risk assessment

	Failure to Care
	Would be indicated by signs of possible abuse, apparent neglect or persistent problems in caring

	Families
	The people who are biologically related to children and young people and those who through relationships have become an accepted part of the family

	Family and Friends
	Are those who are significant to the individual.  The term may include partner, family and friends, religious leaders, others in the individual’s community.  Not all those defined as family and friends will be or become carers

	Family Homes
	The residence in which the family lives that is providing the home for individuals/children and young people

	Handling medication
	Includes ordering and obtaining; administration; storage; recording; disposal and covers procedures for both the administering of medication and self-medication

	Harm
	The effects of an individual being physically, emotionally or sexually injured or abused

	Hazards
	Something with the potential to cause harm

	House Rules
	Rules that people in the house abide by and which promote the smooth running of the house and family 

	Housing
	Housing may be needed to cater for those individuals who are actively seeking accommodation as a result of homelessness or as a result of changing accommodation needs

	Independent Representation
	Where the child/young person is represented by someone who is independent of others involved in the child/young person’s health and care



	Individual
	Is taken to mean anyone with whom you come into contact whether they are service users, carers, colleagues, or other professionals

	Individual’s particular requirements
	May be in relation to the individual's personal beliefs and preferences, the individual's age, sex and physical condition, communication needs, physical support and access, emotional and psychological support, advocacy, location, transport, time (convenience), the physical environment

	Individuals
	The actual people requiring health and care services.  Where individuals use advocates and interpreters to enable them to express their views, wishes or feelings and to speak on their behalf, the term individual within this standard covers the individual and their advocate or interpreter

	Information
	Information will include any plans, care needs assessments, records and reports relevant to the individual needs and preferences

	Key people 
	Are those people who are key to an individual’s health and social well-being.  These are people in the individual’s lives who can make a difference to their health and well-being

	Language sensitivity
	Being sensitive to people’s language needs and preferences

	Level of Development and Understanding
	Covers the cognitive, physical, social, emotional and intellectual level of children and young people.  It can be related to chronological age but where children and young people have disabilities and form of development may be delayed

	Life Chances
	Aspects of children and young people’s lives that can inhibit or promote the chance they have to maximise and realise their full potential, educationally and socially

	Offending Behaviour
	Offending behaviour can include drug and alcohol abuse, prostitution and other criminal activities

	Options
	Options includes taking account of the preferred options of individuals, resource constraints including physical resources, financial resources and access to provision, and examining alternative creative options that will meet the individuals’ needs

	Other agencies
	Other agencies who may have a rightful say in the services offered would include such agencies as the courts

	Others 
	Are other people within and outside your organisation that are necessary for you to fulfil your job role 

	Own preferred options
	If the individual is not able to express their own preferred options (e.g. a young child, someone with dementia), then these should be established with someone who is acting on behalf of the individual, (e.g. parent/guardian)

	Own views and preferences
	If the individual is not able to express their own views and preferences (e.g. a young child, someone with dementia), then these should be established with someone who is acting on behalf of the individual (e.g. parent/guardian

	Parents
	The biological and step parents of the children and young people

	People who are authorised
	People authorised to receive information would include court officials, social workers, consultant psychiatrists, CPN and others as relevant to the context in which the formal hearing has been called

	Permanency
	Aspects of children and young people’s lives that enable them to have stability and be able to plan for the future in the short, medium and long term i.e until they are 21 or 25 if still in education

	Personal and professional development
	Knowledge and practice of any type that will enable you to develop within your job role both as a person and as a practitioner

	Plan Risks
	The likelihood of danger, harm and/or abuse arising from anything or anyone

	Practice
	Practice covers every aspect of the work you do including your skills, knowledge, attitudes and behaviour.  It also involves experiences and personal beliefs that might affect your practice

	Preferences
	The wishes, views and choices of individuals about their language and communication, beliefs, personal care, where they wish to live, how their independence and potential can be maximised and how they should be treated 

	Providers of Education and providers of training
	Providers who manage access to or placement on education and training programmes

	Reasonable adjustments
	Adjustments that could reasonably be expected to be made to accommodate the needs of individuals involved in leisure activities

	Reflect
	This is the process of thinking about every aspect of your practice including identifying where and how it could be improved

	Resources
	The human, physical and financial resources available to meet the health and care needs of individuals

	Rights
	The rights that individuals have to:

· be respected 

· be treated equally and not be discriminated 
against

· be treated as an individual

· be treated in a dignified way 

· privacy

· be protected from danger and harm

· be cared for in a way they choose

· access information about themselves
· communicate using their preferred methods of communication and language

	Risk Assessments
	An examination of an individual’s home and the items within it, their support systems and anything or anyone including their own behaviour that could cause harm or lead to the abuse of individuals, in order to assess whether and what precautions can be made to manage any identified risks

	Risk Management
	A plan which sets out how any risks identified for an individual can and should be managed

	Risks
	The likelihood of danger, harm or abuse arising from anything or anyone

	Role model
	When you illustrate best practice through your own behaviour, attitudes, actions and practice.  It allows staff, individuals and others to emulate your model

	Services and facilities
	Support for individuals that is provided by your own and other organisations

	Significant others
	Is used here to mean any person whom the individual wishes to involve in their assessment.  This includes a partner, carer, relatives and/or friends but may be other members of the community or other workers such as volunteers, other care practitioners, advocate, interpreter, lawyer, religious representative, police or prison officer



	Signs and symptoms 
	Physical, behavioural and emotional indicators which may signify possible danger, harm and abuse 

	Staff
	People who work in any position within your organisation

	Stages of their development 
	May be age-related and /or related to the individual’s mental health problems

	Supervision and support
	This can be formal or informal support that is provided from within or outside your organisation

	Team Members
	The workers team, the multi-disciplinary team, and the broader muli-agency team

	Teamwork
	Includes multi-disciplinary and multi-agency teams, partnerships, joint working between teams that include individual, family group or community based support, as applicable to your work role and practice

	The Enquirer
	may be an advocate, translator or interpreter asking on behalf of an individual. The advice and information you will be expected to give will be in your area of competency.



	The working environment
	This will include all environments in which you work 

	Those with whom you work
	The people with whom you work and for whom you have some responsibility within your job role

	Violence
	Physical abuse against and towards a person

	Vulnerabilities and Needs
	Of carers and families may be in relation to support and/or protection
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