F04L 04 (GEN 19) Assist others to plan presentations to enable learning

About this Unit

This workforce competence is about assisting a qualified practitioner to plan a presentation in order to meet the needs of individuals.  It involves developing the presentation’s aims and objectives, once these have been identified by the practitioner, and gathering the required information.

Scope 
Background information background information to include: 

· size of venue
· facilities available

· number and needs of individuals

Individuals - Individuals who are:

· adults

· children and young people

· older people

· people with communication differences

	SPECIFIC Evidence Requirements for this unit

	Simulation:

	· Simulation is NOT permitted for any part of this unit.



	The following forms of evidence ARE mandatory:

	· Direct observation: Your assessor must observe you in real work activities which provide a significant amount of the performance criteria for most of this unit. For example the methods you used to gather information for the presentation and how you ensured that it was appropriate for the audience. 
· Reflective Accounts/professional discussion: These are recordings of your real work practice, which show your understanding of the process of preparation, you will have to explain the reasons for the plan of the room and how you responded to any changes that affected your presentations.

	Competence of performance and knowledge could also be demonstrated using a variety of evidence from the following:

	· Questioning/professional discussion: May be used to provide evidence of knowledge, legislation, policies and procedures which cannot be fully evidenced through direct observation or reflective accounts.  In addition the assessor or expert witness may also ask questions to clarify aspects of your practice.

· Expert Witness testimony: Can be a confirmation/authentication of the activities described in your evidence which your assessor has not seen.  This could be provided by a work colleague or an external individual you deal with on a regular basis.

· Products: For this unit, products may include records and reports related to the work of the group. You need not put confidential records in your portfolio; they can remain where they are normally stored and be checked by your assessor and internal verifier.  If you do include them in your portfolio they should be anonymised to ensure confidentiality

· Assignments/projects: you may have studied communication theory and developed your understanding of how to make presentations related to your job role and have completed some formally assessed work as part of an in service course, this may provide evidence of knowledge and understanding which your assessor can use.

	GENERAL GUIDANCE

	· Prior to commencing this unit you should agree and complete an assessment plan with your assessor which details the assessment methods you will be using, and the tasks you will be undertaking to demonstrate your competence.

· Evidence must be provided for ALL of the performance criteria, ALL of the knowledge and the parts of the scope that are relevant to your job role.

· The evidence must reflect the policies and procedures of your workplace and be linked to current legislation, values and the principles of best practice within the Health Sector.  This will include the National Service Standards/KSF for your areas of work and the individuals you care for.

· All evidence must relate to your own work practice.




Knowledge specification for this unit

Competent practice is a combination of the application of skills and knowledge informed by values and ethics. This specification details the knowledge and understanding required to carry out competent practice in the performance described in this Unit.

When using this specification it is important to read the knowledge requirements in relation to expectations and requirements of your job role.

You need to provide evidence for ALL knowledge points listed below.  There are a variety of ways this can be achieved so it is essential that you read the ‘knowledge evidence’ section of the Assessment Guidance.
	You need to show that you know, understand and can apply in practice:
	Enter Evidence Numbers

	Legislation, policy and good practice
	

	1. A factual awareness of the current European and national legislation, national guidelines and local policies and protocols which affect your work practice in relation to enabling learning through presentations
	

	2. A working understanding of your responsibilities under the current European and national legislation, national guidelines and local policies and protocols, in relation to your actions within your work environment
	

	3. A working understanding of the policies and guidance which clarify your scope of practice and the relationship between yourself and the practitioner in terms of delegation and supervision
	

	4. A working understanding of your own role and responsibilities and from whom assistance should be sought where necessary
	

	Care and support of the individual
	

	5. A working understanding of the different learning styles and capabilities which individuals may demonstrate and the influence this may have upon the tone, manner and speed of the presentation
	

	Materials and equipment
	

	6. A working understanding of the types of materials and equipment that can be used to support the information being presented and the methods involved in preparing them
	

	7. A working understanding of the benefits and appropriateness of the visual aids and technology based learning available for use with presentations
	

	Procedures and techniques
	

	8. A working understanding of the type of background information it is necessary to have in order to effectively plan a presentation and the impact that factors such as environment have upon the style of presentation you select
	

	9. A working understanding of the importance of developing the aims and objectives of the presentation and how these may influence the style, content and delivery of the presentation
	

	10. A working understanding of how and where to access any information required to inform the content of the presentation
	

	11. A factual awareness of methods of summarising and presenting information in a manner appropriate for different levels of complexity and audience skill
	


	Performance criteria

	
	DO
	RA
	EW 
	Q
	P
	WT

	1. gather any background information necessary to enable you to effectively plan the presentation 
	
	
	
	
	
	

	2. conduct any research necessary to inform the content of the presentation
	
	
	
	
	
	

	3. plan the presentation, under direction from a practitioner where necessary, and develop the aims and objectives to be achieved
	
	
	
	
	
	

	4. organise any equipment, materials and the room according to the requirements of the presentation
	
	
	
	
	
	

	5. respond appropriately to any changes to the presentation plan 
	
	
	
	
	
	

	6. recognise your scope of practice and 
             refer to a practitioner where you require 
             advice or assistance
	
	
	
	
	
	


DO = Direct Observation

RA = Reflective Account

Q = Questions

EW = Expert Witness 

P = Product (Work)

WT = Witness Testimony

	To be completed by the Candidate
I SUBMIT THIS AS A COMPLETE UNIT

Candidate’s name: ……………………………………………
Candidate’s signature: ………………………………………..

Date: …………………………………………………………..




	To be completed by the Assessor

It is a shared responsibility of both the candidate and assessor to claim evidence, however, it is the responsibility of the assessor to ensure the accuracy/validity of each evidence claim and make the final decision.
I certify that sufficient evidence has been produced to meet all the elements, pcS AND KNOWLEDGE OF THIS UNIT. 
Assessor’s name: …………………………………………….

Assessor’s signature: ………………………………………....

Date: …………………………………………………………..




	Assessor/Internal Verifier Feedback



	To be completed by the Internal Verifier if applicable
This section only needs to be completed if the Unit is sampled by the Internal Verifier

Internal Verifier’s name: ……………………………………………

Internal Verifier’s signature: ………………………………………..

Date: ……………………………………..…………………………..
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