DK7F 04 (HSC26)
Support individuals to access and use information


Elements of competence

	HSC26.1
	Support individuals to identify information to meet their needs

	HSC26.2
	Enable individuals to access, select and use information

	HSC26.3
	Enable individuals to evaluate the information


About this Unit

For this Unit you will need to work directly with individuals, helping them to access and use information, services and facilities.

Scope  
The scope is here to give you guidance on possible areas to be covered in this Unit. The terms in this section give you a list of options linked with items in the performance criteria. You need to provide evidence for any option related to your work area.

Communicate using 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.

Information can be provided: orally; paper based; electronically.

Key people: family, friends; carers; others with whom the individual has a supportive relationship.

Your knowledge and understanding will be specifically related to legal requirements and codes of practice applicable to your job; your work activities; the job you are doing (eg domiciliary, residential care, hospital settings) and the individuals you are working with.
Values underpinning the whole of the Unit

The values underpinning this unit have been derived from the key purpose statement
, the statement of expectations from carers and people receiving services, relevant service standards and codes of practice for health and social care in the four UK countries. They can be found in the principles of care unit HSC24.  To achieve this unit you must demonstrate that you have applied the principles of care outlined in unit HSC24 in your practice and through your knowledge.

Evidence Requirements for the Unit
It is essential that you adhere to the Evidence Requirements for this Unit – please see details overleaf

	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 or an expert witness must observe you in real work activities which provide a significant amount of the performance criteria for most of the elements in this unit.  For example how you find out from individuals what changes they feel are required to their plan of care, how you then make changes to care plans and share information with your colleagues.

· Reflective Account/professional discussion: You should describe your actions in a particular situation and explain why you did things.  For example how you discuss their care with individuals and how you then take their wishes into account.  You will need to describe your communication and explain how you clarified specific things with the individual you are caring for.


	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/expert witness may also ask questions to clarify aspects of your practice.

· Expert Witness: A designated expert witness may provide direct observation of practice, questioning, professional discussion and feedback on reflective accounts.

· Witness Testimony: Can be a confirmation or authentication of the activities described in your evidence which your assessor has not seen.  This could be provided by a work colleague or service user.

· Products: These can be any record that you would normally use within your normal role e.g. individual’s care plan/risk assessment/review meetings. Product evidence will be important for this unit. 

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 all names and identifying information must be removed to ensure confidentiality.

These may also be assignment/projects: You may have been on a course for example on care planning or communication, and have completed some assessment at the end of the course, you may be able to use this as evidence of knowledge.

	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 Care Sector.  This will include the National Service Standards 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

	Values
	

	1
Legal and organisational requirements on equality, diversity, discrimination and rights when supporting individuals to access information.
	

	2
How to provide active support to enable individuals to select and use information to access facilities and services.
	

	3
How to support individuals to challenge information that is discriminatory or inaccessible.
	

	Legislation and organisational policy and procedures
	

	4
Codes of practice and conduct; standards and guidance relevant to your own and the roles, responsibilities, accountability and duties of others when supporting individuals to select, access and use information about facilities and services.
	

	5
Current local, UK legislation, and organisational requirements, procedures and practices for:

(a)
accessing records and information

(b)
recording, reporting, confidentiality and sharing information, including data protection

(c)
supporting individuals to access and use information to meet their needs
	

	Theory and practice
	

	6
How to find out about whether the services and facilities are accessible to individuals.
	

	7
How and where to access information relevant to the individual’s and key people’s needs.
	

	8
How to ensure that the information accessed is relevant and up-to-date and who to inform when it is not.
	

	9
How to support individuals and key people to understand information.
	

	10
How to encourage individuals to raise questions and concerns about how to access or interpret information.
	

	11
Who you go to and where to go when you cannot find information or answer questions.
	

	12
Difficulties and risks which individuals may experience accessing, using and challenging information on facilities and services.
	


HSC26.1
Support individuals to identify information to meet their needs

	Performance criteria

	
	DO
	RA
	EW 
	Q
	P
	WT

	1
You access, use and share accurate and up-to-date information on services and facilities that may benefit individuals and colleagues.
	
	
	
	
	
	

	2
You provide active support to ensure individuals can communicate their needs, wishes, preferences and choices about the information they require on services and facilities.
	
	
	
	
	
	

	3
You check with individuals that they understand any information you have shared with them.
	
	
	
	
	
	

	4
You support individuals to:

(a)
identify any impact that the information may have on them and key people
(b)
deal with any distress the information may cause
	
	
	
	
	
	


HSC26.2
Enable individuals to access, select and use information

	Performance criteria

	
	DO
	RA
	EW 
	Q
	P
	WT

	1
You support individuals and key people to:

(a)
access, select and use information about services and facilities

(b)
identify any difficulties that arise when trying to access and use the information about services and facilities

(c)
agree actions to overcome any difficulties in accessing information

(d)
identify who will be responsible for taking action to overcome difficulties in accessing information
	
	
	
	
	
	

	2
You support individuals to develop the confidence to access information on services and facilities themselves.
	
	
	
	
	
	

	3
You challenge, and support individuals and key people to challenge any information about services and facilities that is discriminatory.
	
	
	
	
	
	

	4
You support individuals and key people to manage and organise their time and lives to enable them to access and use information.
	
	
	
	
	
	


DO = Direct Observation

RA = Reflective Account

Q = Questions



EW = Expert Witness 

P =  Product (Work)

WT = Witness Testimony

HSC26.3
Enable individuals to evaluate the information

	Performance criteria

	
	DO
	RA
	EW 
	Q
	P
	WT

	1
You encourage individuals and key people to give feedback to the appropriate people on:

(a)
the information they have identified and used

(b)
where they have experienced discrimination or exclusion
	
	
	
	
	
	

	2
You support individuals, and key people to:

(a)
identify any information that is misleading, inaccurate, inaccessible, difficult to understand and out-of-date

(b)
evaluate whether, and in what ways, the information about the services and facilities has been beneficial 
	
	
	
	
	
	

	3
You support individuals to identify any changes that will improve the accessibility and usability of the information.
	
	
	
	
	
	


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: ……………………………………..…………………………..













� 	The key purpose identified for those working in health and social care settings is “to provide an integrated, ethical and inclusive service, which meets agreed needs and outcomes of people requiring health and/or social care”
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