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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 and Relationship to Candidate
	Providing Evidence for (please list Units)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



To complete the Scottish Vocational Qualification in Community Justice: Working with Offending Behaviour 3 at SCQF level 7 candidates must undertake five mandatory Units plus three 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
	
	
	
	

	F79A 04 (GA7)

Communicate and engage with children, young people, and their families and carers


	
	
	
	

	DR4A 04 (HD1) (MSC D1)

Develop productive working relationships with colleagues


	
	
	
	

	DR67 04 (HA2) (MSC A2)

Manage your own resources and professional development


	
	
	
	

	F297 04 (AA1)

Promote equality and value diversity
	
	
	
	


	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.
	Accidents
	Could be due to: falls; hazards in the environment; illness; disability; weakness; sensory and cognitive impairment; frailty.

	Actions
	Agreed between yourself and the individual; exclusion from normal activities; re-inclusion in normal activities; referral to an authority in your organisation; referral to an authority outside your organisation.

	Actions taken to maintain calmness and safety
	Explain their actions to individuals even when individuals do not appear to understand the explanations or be listening to them, divert the individual(s) to other activities, preventive action to stop the individual when there is direct risk, seek help from other workers. 

	Actions that could adversely affect the use of evidence in future investigations
	Could include: asking inappropriate and/or leading questions; not following organisational and legal procedures; putting undue pressure on individuals.

	Activities
	In which the worker participates in the activity alongside the individual, teaches by example (modelling), gives advice and instructions.

	Appropriate person
	Line manager, court officer/duty officer.

	Assessed in relation to
	Level of risk, likely pattern of events if intervention does not take place, known evidence for the success of intervening.

	Assessment
	Using formal systems, using informal systems.

	Assist by
	Obtaining forms for financial support; obtaining/providing information on training and development courses; providing details of appropriate local agencies; referring to appropriate support agencies.

	Capability
	Adults; children and young people; chaotic lifestyles; incoherence; intoxication.

	Changes
	To your own work, to the work of the team / behaviour; skills; health; welfare; self-esteem and confidence.

	Changes in the workplace
	Relating to: layout of workplace; new facilities and services (identify a minimum of one type of change in the workplace for new hazards listed).

	Communicate 
	Through/using speech and language, actions, gestures and body language, space and position.

	Communication and language needs and preferences
	The individual’s preferred spoken language; the use of signs; symbols; pictures; writing; objects of reference; communication passports; other non verbal forms of communication; human and technological aids to communication.

	Effect
	Immediate; longer term.

	Effects
	Of substances on their lives: relationships with their families and friends; physical health and well-being; emotional and psychological health and well-being; sexual health and well-being; education and development; housing and accommodation; disposable income; offending behaviour.

	Effects upon
	Relationships; life-style; recreational and leisure pursuits; emotional and physical state.

	Enable other team members through
	Communicating effectively, maintaining good work relationships, offering support, acting constructively when there are any issues in the team. 

	Encourage individuals through
	Listening actively, reflecting back, questioning, summarising.

	Environment
	Individual sessions; group sessions; sessions with siblings and children; support groups; self-help groups.

	Expectations
	In relation to: frequency and location of contact with yourself and other workers; behaviour; learning and development goals.

	Extra support
	Can include the use of: key people; interpreters; translators; signers; speech and language therapists; specialist equipment to aid the individuals’ communication abilities.

	Forms of support
	Counselling; financial; practical; emotional; self-help groups; medical.


	Harm and abuse
	 Within this unit will cover: neglect; physical, emotional and sexual abuse; bullying; self-harm; reckless behaviour.

	Hazards
	 Relating to: the use of plant and equipment; the use of substances hazardous to health; the workplace layout; the working practices; the job role; people with special needs (identify a minimum of two types of hazard listed).

	Implications
	To self; to other family members; to the person whose drug and alcohol use has affected the individual.

	In meeting the national standard of work you must show that you can work effectively with people affected by two of the following types of difficulty
	Drugs and alcohol, Mental health, Disability, Learning, Physical health, Other.

	Indications of substance misuse
	Physical; behavioural; information provided by the individual; information from other sources.

	Individual
	One adult who is affected; one child/young person who is affected; more than one family member or people affected.

	Individual’s condition and behaviour
	Current, over a period of time preceding the evaluation.

	Information
	Could include: any plans; care needs assessments; records and reports, treatment history.

	Information on
	The outcomes of the court or hearing, requirements for further work, implications for other work, requirements and timing of progress reports, critical comment and positive feedback, factors relating to the management of risk.

	Information relating to
	The nature of the individual’s behaviour, the effects of the individual’s behaviour on victims and others, the individual’s personal circumstances, the context of the individual’s behaviour, the attitudes and beliefs of the individual relating to their behaviour.

	Interact
	Through: speech, language and verbal cues; volume and tone of voice; eye contact, space and position; actions, gestures and body language; active listening; giving constructive feedback.

	Interactions
	Speech, language and verbal cues; volume and tone of voice; eye contact, space and position; actions, gestures and body language; active listening; giving constructive feedback.

	Interventions and support
	Enabling individuals to address their behaviour, developing skills and knowledge, providing advice, guidance and information, enabling individuals to engage positively and integrate with their community, therapeutic interventions to address issues of health and well-being, ongoing support and assistance to address difficulties, protection of the individual and others from risk of harm. 

	Issues relating to 
	Substance use; possible substance use; possible substance use related crime; homelessness; employability; finances; education and training.

	Key People
	The individual who is the focus of the assessment, people who are significant to the individual and/or who are affected by their behaviour, people and records within the worker’s agency, partner agencies and other relevant services.
Include: family; friends; carers; others with whom the individual has a supportive relationship.

	Methods
	Smoking; eating or drinking; snorting or inhaling; injecting.

	Needs
	Personal (eg washing, eating and drinking, dressing); mobility (eg transportation); further immediate treatment and care.

	Others involved in supporting the individual
	People in own agency, people in other agencies.

	People who may be authorised to have information
	Others relevant and significant to the individual , staff in own agency, other agencies.


	Preferred communication methods and language
	Could include: the child/young person’s preferred spoken language; the use of signs; symbols; pictures; writing; objects of reference; communication passports; other non verbal forms of communication; human and technological aids to communication.

	Presenting themselves in 
	Dress, speech and body language. 

	Previous and new working practices
	Relating to: plant, machinery and equipment; substances or materials; people (make a minimum of one comparison between previous and new working practices).

	Priority
	Severity of the individual’s needs and their urgency; need to maintain individual’s motivation; risk.

	Problems
	Factual errors, omissions, discriminatory language and content, doubts about the authenticity of information / the suitability of the programme for the offender, disruptive behaviour, level of participation, personal difficulties, conflict, availability of resources, the structure and content of the programme.

	Progress
	Significant progress towards goal of reducing or ceasing substance use; little or no progress.

	Reasons
	Enjoyment; experimentation and curiosity; defence mechanisms; environmental influences and pressures; rebellion; marketing and availability; comparative costs; dependency.

	Relevant People
	Individuals who are subject to the court or formal hearing, people who are significant to the individual and/or who are affected by their behaviour, people within the worker’s agency, partner agencies in the community justice system, other staff in the legal and judicial system, staff in other relevant services.

	Resources
	Staff, facilities, equipment and materials, finance, transport.

	Responsible persons
	Are: management associated with the examined activities; employees associated with the examined activities; decision makers; union representatives; staff representatives (identify a minimum of two responsible persons listed).

	Responsibilities
	For attendance, conduct, language, participation.

	Required format
	Verbal; written.

	Requirements
	 Prescribing; legal; organisational.

	Risks
	Physical; emotional; social/ could include : the possibility of danger, damage and destruction to the environment and goods; the possibility of injury and harm to people; self harm; bullying; abuse; reckless behaviour.

	Risk of danger
	Of overdose; of individuals causing injury or harm to themselves; of causing injury or harm to people around the individual; of causing injury or harm to people working with the individual.


	Risk of harm
	To the public, including actual and potential victims of crime and people significant to the individual, people working with the individual, the individual him/herself, children, property.

To the individual offender participating in the programme, other offenders participating in the programme, people significant to offenders, the worker and other staff involved in programme delivery, the community, victims.

	Risk of 
re-offending relates to the following factors
	Criminogenic needs of the individual, the individual’s motivation to change, the individual’s previous response to any previous sentences.

	Risks resulting from
	The use and maintenance of machinery or equipment, the use of materials or substances, working practices which do not conform to laid down policies, unsafe behaviour, accidental breakages and spillages, environmental factors.

	Roles and responsibilities of
	The worker in the joint working, individuals with whom the arrangements are being made, other people within the agencies involved in the joint working.

	Samples
	Breath; urine; blood; hair; saliva.

	Services
	Drug and alcohol services; healthcare services; social care services; counselling and advice services; preventive services (eg education, customs and excise); criminal justice services. Can be either internal or external to your organisation.

	Specialists
	Internal to your organisation; external to your organisation.

	Specific factors
	The nature of the behaviour, the effects of the behaviour on others, communication differences which may need interpreting services.

	Statements that could adversely affect the use of evidence in future investigations
	Changing information; removing information; adding to information.

	Strategies
	Short-term, longer term.

	Summarise
	Name, address and date of birth of individual, the national standards adhered to in the report, offences dealt with in the report and their respective dates, details of the court where the case is being heard and the date of the hearing, the date the report was requested, name, official title, office location and telephone number of the report writer, completion date and signature, background details (such as sources drawn on, steps taken to verify the information, doubts about the accuracy of any information, the use of interpreters).

	Support
	May be formal, informal.

	Support and assistance 
	From: people around the individual; colleagues within your service/agency; emergency services.

	Supporting individuals through
	Information and advice, resources, referral and access to other services, focused interventions

	The working environment 
	Could be : within an organisation’s premises; in premises of another organisation; in someone’s home; out in the community

	Those involved
	Other works, which may include the line managers, other agencies, individuals and those in their network



	Those involved in incidents
	May be the individual, the people who were the targets of the aggressive and abusive behaviour, other people who are significant to the individual, other workers.


	Triggers to abusive or aggressive behaviour  
	Interactions between individuals, behaviours towards or in the vicinity of the individual, environmental factors, personal or social aspects of the individual’s life. 


	Undertake your role in the joint working
	Undertake your role in the joint working providing information, acting on information received, time commitments, and achieving agreed objectives. 



	Working practices
	Include: activities; procedures; use of materials or equipment; working techniques

	Workplace policies covering
	Workplace policies covering the use of safe working methods and equipment, the safe use of hazardous substances, smoking, eating, drinking and drugs, what to do in the event of an emergency, personal presentation.
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