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Section 1 — General information about SVQs

Introducing SVQs
The qualification you are undertaking is a Scottish Vocational Qualification (SVQ).

SVQs are work-based qualifications which assess the skills and knowledge people have and need to perform their job role effectively. The qualifications are designed using National Occupational Standards.

For each industry sector there is a Sector Skills Council (SSC) which is made up of representatives from the industry or profession and it is the SSC’s responsibility to develop the National Occupational Standards.
These standards define what employees, or potential employees, must be able to do, how well and in what circumstances to show they are competent in their work.

The Sector Skills Council for Managing Individuals in a Custodial Environment is Skills for Justice.
Access to SVQs is open to all and you can be assessed either against a particular Unit(s) or against the full SVQ. There are no entry requirements, no prescribed method of delivery, and no time constraints for completion or age limits.

SVQs are available at five levels of achievement which reflect the various technical and supervisory skills, knowledge, and experience which employees should have as they progress in their industry.

Who offers SVQs?
An organisation which offers SVQs is called a centre. This may be a school, college, university, employer, training provider or a combination of these. The centre has responsibility for the quality of the qualification and is required to work within an awarding body’s policies and guidelines. 

The Scottish Qualifications Authority (SQA) is your awarding body for this SVQ. This means that we are an organisation approved by government to design qualifications and awards. An awarding body endorses candidates’ certificates so that an employer can be sure the qualification has gone through a rigorous and effective assessment process. SQA provides qualifications throughout the world and was formed by the merger of the Scottish Examinations Board (SEB) and the Scottish Vocational Education Council (SCOTVEC).

What is the structure of an SVQ?

All SVQs have a common structure and consist of standards which can be broken down into various parts:

	Units and Elements
	Units define the broad functions carried out in your particular job and are made up of a number of Elements. Each Element describes a specific work activity which you have to perform and may relate to skills or to the demonstration of Knowledge and Understanding.

	Performance Criteria
	The level and quality of how you should carry out these activities is determined by a number of statements called Performance Criteria. Performance Criteria are used to judge your competence.

	Range/Scope Statements
	A Range Statement tells you in what circumstances you must be able to prove your competence and allows you to demonstrate that you can carry out tasks in different circumstances. Items included in the Range Statements must not be treated as optional. Range Statements are also called Scope in some National Occupational Standards.

	Evidence Requirements
	The Evidence Requirements specify the amount and type of evidence which you will need to provide to your assessor to show that you have met the standards specified in the Performance Criteria and in all the circumstances defined in the Range Statements.

	Knowledge and Understanding
	The section on Knowledge and Understanding states what you must know and understand and how this knowledge applies to your job.


If you are not yet clear about how we define standards — just remember that the standards have been developed by experts within your industry or profession and that all candidates aiming for this particular SVQ are being assessed against the same standards.

You will find an example of an SVQ Element overleaf.

An example of an SVQ Element

UNIT: (1)
Working safely in an engineering environment


Element 1
Comply with statutory regulations and organisational requirements


	Performance Criteria

You must ensure that you:

1
Describe your duties and obligations (as an individual) under the Health and Safety at Work Act 1974.

2
Comply with Statutory Regulations at all times.

3
Comply with organisational safety policies and procedures at all times.

Range

This means you need to cover:

1
Relevant sections of the Health and Safety at Work Act 1974 (eg with regard to your duties to work in a safe manner, not to interfere with remove or misuse equipment provided for the safety of yourself and others, not to endanger others by your acts or omissions).


	Evidence Requirements

The things you must prove that you can do:

You need to demonstrate that you understand your duties and obligations under both statutory regulations and organisational requirements and you can do this by:

1
Giving an adequate explanation of the duties and responsibilities of every individual as described in the Health and Safety at Work Act 1974.

2
Ensuring that whilst carrying out your work and/or visiting other areas of the working environment you are aware of the specific safety requirements and regulations governing your activities.

Knowledge and Understanding

You must prove that you know and understand:

1
The roles and responsibilities of yourself and others under the Health and Safety at Work Act 1974.

2
The general regulations that apply to you being at work.

3
The specific regulations which govern your work activities.




How are SVQs achieved?

When you consistently meet the standards described in the Elements and show that you have the required skills and knowledge across the Range, you can then claim that you are competent in each Unit. You can claim certification for single Units or whole awards. Your centre will register your claim to competence through the awarding body. The awarding body you are registered with for this SVQ is the Scottish Qualifications Authority (SQA).

The process of gaining an SVQ is flexible and depends on your needs. At the beginning of the process your assessor will review your existing competence in relation to the standards and identify the most suitable SVQ. The level you start at will depend on the type and breadth of your current job role together with your past experience, skills and any relevant prior learning.

To achieve an SVQ, or a Unit of an SVQ, you must:

· Demonstrate you meet the requirements of the Performance Criteria by collecting appropriate evidence as specified by the Evidence Requirements. This evidence is assessed against the national standards by a qualified assessor, who will be allocated to you by your centre. This will usually be someone who knows you, such as a manager or supervisor.

Evidence may come from:

· the accreditation of prior learning — where evidence relates to past experience or achievements

· current practice — where evidence is generated from a current job role

· a programme of development — where evidence comes from assessment opportunities built into a learning/training programme whether at or away from the workplace

· a combination of these

How are SVQs assessed?
Assessment is based on what you can do and involves you, your assessor, an internal verifier and an External Verifier — see ‘Who does what in SVQs’ on the following page.

You will be asked to prove you are competent by providing evidence which shows:

· you can perform all the specified tasks consistently to the required standard (Performance Criteria)

· you understand why you are doing things (Knowledge and Understanding)
· you can apply the required skills in different ways (Range)
Assessment is flexible and you can be certificated for each Unit you successfully achieve, even if you do not complete the full SVQ. There is no set period of time in which you need to complete a Unit. However, you and your assessor should still set target dates for completing each Unit; otherwise your qualification could go on forever. Be realistic though, as there are many factors such as your previous experience, demands within your workplace and an availability of resources which will affect how quickly you are able to achieve the qualification.

Who does what in SVQs?

A number of individuals and organisations have parts to play in SVQ assessment. Their roles have been designed to guarantee fair, accurate and consistent assessment.

	
	Who are they?
	What is their role?

	Candidates
	The person who wants to achieve the SVQ — in this case, you.
	Need to show they can perform to National Occupational Standards in order to be awarded an SVQ or Unit(s).

	Assessors*
	An experienced person in the same area of work as the candidate, eg supervisor.
	Judge the evidence of a candidate’s performance, knowledge and understanding against the National Occupational Standards. 

Decide whether the candidate has demonstrated competence. Provide guidance and support to the candidate. Assist with planning assessments, giving feedback and recording candidate progress.

	Internal verifiers
	Individuals appointed by an approved centre to ensure the quality of assessment within the centre.
	Advise assessors and maintain the quality of assessment in a centre.

Systematically sample assessments to confirm the quality and consistency of assessment decisions.

	Approved centres
	Organisations approved by awarding bodies to co-ordinate assessment arrangements for SVQs.
	Manage assessment on a day-to-day basis.

Must have effective assessment practices and internal verification procedures.

Must meet criteria laid down by awarding bodies and be able to provide sufficiently competent assessors and internal verifiers.


	
	Who are they?
	What is their role?

	External Verifiers*
	Individuals appointed by the awarding body to ensure that standards are being applied uniformly and consistently across all centres offering the SVQ.
	Check the quality and consistency of assessments, both within and between centres, by systematic sampling.
Make regular visits to centres to ensure they still meet the criteria to deliver SVQs.


* Assessors and internal and External Verifiers are required to have occupational expertise in the SVQs which they are assessing/verifying. They must also have, or be working towards, an appropriate qualification in assessment and verification.
What is evidence?

To claim competence for an SVQ Unit you need to gather evidence which shows you have met the standards. It is important that your evidence is easily understood so that it can be checked against the standards, by your assessor, your centre and the awarding body. 

Evidence can take many forms including:

· direct observation of your performance by your assessor

· products of your work

· authenticated statement — witness testimony

· personal statement

· outcomes from questioning
· outcomes from simulation

· case studies

· assignments or projects

· Accreditation of Prior Learning (APL) — evidence from the past
It is important that your evidence is:

· valid — it relates to the SVQ standard you are trying to prove

· authentic — the evidence, or an identified part of it (eg a report) was produced by you
· consistent — achieved on more than one occasion

· current — usually not more than two years old

· sufficient — covers all the performance and knowledge requirements laid down in the standards

Your evidence may be collected through a range of sources, such as employment, voluntary work, training programmes and interests/activities which you perform outside your work. It can also be produced in various formats, eg your own reports; testimonies from colleagues, supervisors or members of the public; projects; models; audio tapes, photographs; videos.

When you first begin your SVQ, you and your assessor should identify all the Units and Elements where you can use integration of assessment. Further details about integration of assessment can be found on page 10.
Demonstrating knowledge, understanding and skills 
In order to meet the standards, you may also be required to prove Knowledge and Understanding. Each Unit contains a list summarising the knowledge, understanding and skills a candidate must possess. Evidence of how these have been achieved and applied could be included in the performance evidence as one or all of the following:

· descriptions of why a particular approach was used

· personal reports about the learning process

· reflective reports which include how a theory or principle was applied

· assessment interviews

· assessment tests

· responses to questioning

These should be included in your portfolio.
How will my assessor check I have the knowledge and understanding listed in the standards?

For some Units, it will be clear to your assessor that you have the required knowledge and understanding from how you carry out your work.  This is often referred to as knowledge and understanding apparent from performance. There will be other occasions though, when your assessor will be unsure if you know why, for example, it is important to give information to clients in certain situations. This could be because your assessor has not had the opportunity to observe all the Performance Criteria and Range during assessment. In these situations, your assessor may wish to assess your knowledge and understanding by asking you some questions. These questions can be given orally or in writing, but will be recorded in your portfolio as evidence.

Your assessor could also check you have the required level of knowledge and understanding by asking you to produce personal statements or to complete a project or assignment.
What if I have previous experience and knowledge and understanding from work and other qualifications?

If you have previous work experience, skills, and knowledge and understanding which you feel is relevant to your SVQ, you should tell your assessor about it. Your assessor may ask you for more proof in the form of letters from previous employers/training providers or details about any courses you have completed.

For example, you may have achieved an HNC in a relevant subject in which case your assessor may feel that you already have some of the knowledge and understanding required for the SVQ.

The process of matching your previous experience and learning is often referred to as the Accreditation of Prior Learning (APL). The purpose of this process is to try and give you some credit towards your SVQ for things you can already do to the national standard. Your assessor judges the evidence available and matches it against the requirements of the SVQ. This means that your assessor should not have to assess you for these things all over again.

However, the success of this process depends on you telling your assessor what previous work experience or knowledge and understanding you have and how you think it is relevant to your SVQ. The more information you can supply to support your claims, the easier it should be to convince your assessor that you are competent.

When can simulation be used?

Throughout your SVQ, the emphasis is on you being able to carry out real work activities so assessment will normally be carried out in the workplace itself. There may be times, however, when it might not be appropriate for you to be assessed while you are working. For example your SVQ might require you to carry out emergency or contingency procedures (for safety or confidentiality reasons) or your job role may not cover all aspects of the qualification. In such instances, when you have no other means of generating evidence, simulation might be appropriate.

Simulation is any structured exercise involving a specific task which reproduces real-life situations. Care must be taken though to ensure that the conditions in which you are assessed exactly mirror the work environment ie it is a realistic working environment.
You and your assessor should check the assessment strategy for your SVQ carefully to find out the Sector Skills Council (SSC’s) view of what constitutes a realistic working environment. Some SSC’s stipulate the specific elements which are suitable for this approach.

Integration of assessment

It is not necessary for you to have each Element assessed separately — doing so could result in assessment which takes too long and places too great a burden on you and your assessor.
There will be instances when you will be able to use one piece of evidence to prove your competence across different Elements or Performance Criteria. You may even find that evidence is relevant for different Units — this is called integration of assessment.

When you first begin your SVQ, you and your assessor will spend time looking at the standards, planning how much time you are both able to devote to the qualification and drawing up an action plan. 

At this stage, you should identify any activities which relate to more than one Unit or Outcome and arrange for the best way to collect a single piece of evidence which satisfactorily covers all the Performance Criteria.

If you are going to integrate assessments, make sure that the evidence is cross-referenced to the relevant Units. Details of how to cross reference your evidence can be found in Section 2 ‘How to compile your portfolio’.

Section 2 — How to compile your portfolio (with worked examples)

General information

A portfolio, like a log book, is a way of recording evidence of your achievements. It is a collection of different items of evidence which indicates that you have the required skills, knowledge and understanding to support your claim to a qualification.

The production of a well organised, clearly labelled portfolio which relates each piece of evidence to the relevant Outcomes and Performance Criteria requires a careful methodical approach. When your assessor looks through your portfolio, they will find the task of making judgements about your competence much easier if the information in it is presented in a logical sequence.

You will need to present your evidence in a format that is easy to read and in which materials can be added or taken away. This section gives suggestions on how to lay out and present your evidence and includes worked examples. There are also forms and matrices which will assist you to chart your progress through the award. 

You do not have to lay out your evidence in the way suggested but you may find it helpful to do so. Each portfolio will be different in content but all should include information about you (the candidate), the organisation where you are undertaking your qualification, the assessor and so on.

Evidence Collection Process
	Assessment plan
	You and your assessor

	Collect evidence
	You and your assessor if observation/questioning is required

	Present evidence
	You and your assessor

	Reference acceptable evidence
	Assessor will judge evidence and give you feedback on which evidence meets the standards

	Record evidence in Element achievement record
	You

	Store evidence in portfolio
	You


Planning your portfolio

Start by carefully reading through the standards and, together with your assessor, decide which Units you might like to work on first. You do not have to do the Units in order. There may be some Units that relate to tasks which you carry out on a regular basis, therefore making it easier to collect evidence right away. Alternatively, there may be activities in other Units which you only undertake now and again, these can be left until the opportunity arises for you to collect evidence.

Before you start looking for different kinds of evidence and deciding if they should be included in your portfolio, you will find it helpful to plan how you will carry out the tasks and how long they are going to take.

The plan is usually referred to as an ‘assessment plan’. It should be produced in discussion with your assessor and will set out the different stages in developing your portfolio. You will probably want to produce a plan for each Unit.

It is unlikely that you will be able to complete all of the Units straightaway and you should therefore think about starting with those Units where you have a lot of experience and in which you work well. You should also remember to identify any opportunities for integration of assessment.
We have provided you with a ‘Unit progress record’ — see Example 2. Each time you complete a Unit; your assessor should sign and date the relevant section on the form. At this stage, it might be a good idea to check that all your evidence and recording documents have been completed correctly and can easily be located. You can then circle the reference number of that Unit in the checkboxes at the top of the form so that you can see at a glance what stage you are at in your SVQ.

Starting your portfolio

Make sure that you clearly label your portfolio (or disk if you are recording your evidence electronically) with your name together with the title and level of the award. 

Your portfolio will need a title page and a contents page. You should also complete a Personal Profile which records details about yourself and your job as well as providing information about your employer, training provider or college. Blank samples of these forms are provided in Section 4.

We recommend that you compile your portfolio in the following order:

	Title page



	Contents checklist



	Personal profile



	Unit progress record



	Completed Element achievement records

	Index of evidence



	Pieces of evidence



	Glossary of terms



	Standards




Contents checklist 

You might also find it useful to complete the following checklist as you work your way through your portfolio. This will help you to see if you have included all the relevant items. Once you have completed your portfolio, you will be able to use this checklist again as a contents page, by inserting the relevant page or section numbers in the right hand column.

	Section
	Completed
	Page/Section number

	Title page for the portfolio
	
	

	Personal profile
	
	

	Your own personal details
	
	

	A brief CV or career profile
	
	

	A description of your job
	
	

	Information about your employer/training provider/college
	
	

	Unit Assessment Plans
	
	

	Unit progress record
	
	

	Completed Element achievement records for each Unit 
	
	

	Signed by yourself, your assessor and the internal verifier (where relevant) 
	
	

	Evidence reference numbers included
	
	

	Index of evidence (with cross-referencing information completed)
	
	

	Evidence (with reference numbers)
	
	

	Observation records
	
	

	Details of witnesses (witness testimony sheets)
	
	

	Personal statements
	
	

	Products of performance
	
	


Collecting your evidence

All of the evidence which you collect and present for assessment must be relevant to your SVQ. Your assessor will help you choose which pieces of evidence you should include. 

We have provided blank forms in Section 4 of this document, which you can photocopy to help you record and present your evidence. Although we have provided you with sample forms, your centre may have their own recording documents which they would prefer you to use.

Some of these forms, eg observation records and the record of questions and answers will be completed by your assessor. Other forms (witness testimonies) will be used by people other than your assessor to testify that they have observed you doing your job, and there is one for you to complete called a personal statement.

Explanations are given below about how and when these forms should be used.
Observation record — Example 5
The observation record is used by your assessor to record what tasks you have performed and to what standard. There is also a section for your assessor to note which other Units or Outcomes are covered by this evidence (‘integration of assessment’).
The assessor will discuss with you which Performance Criteria and Range you have successfully achieved and give you feedback. This form should then be given a reference number and included in your portfolio as part of your evidence.
Witness testimony — Example 6
There may be occasions when your assessor is not available to observe you carrying out certain aspects of your job. In such instances, it may be appropriate for another person to comment about your performance by completing a statement called a ‘witness testimony’.

Witness testimony should only be used as supporting evidence and should:

· be provided by a person, not related to you, who is in a position to make a valid comment about your performance, eg supervisor, line manager or possibly a client/customer

· contain comments which specifically relate your performance to the standards
· be authenticated by the inclusion of the witness’s signature, role, address, telephone number and the date

It is unlikely that your assessor would make an assessment decision based on witness testimony alone. They would normally supplement this type of evidence with questioning.
Record of questions and candidate’s answers — Example 7
This form is used to record any questions which your assessor may ask, to establish whether you have the required level of Knowledge and Understanding associated with each Unit. There is also space on the form for your answers to be noted.
Personal statement — Example 4
There will be times when you need to put a piece of your evidence in context for your assessor so that they can decide if it is relevant to your SVQ. You can complete personal statements to help you do this — these can relate either to the pieces of evidence or to each Outcome or Unit.

For example, you may refer to paperwork which is often used in your organisation to help you pass on information to a colleague. It may not be clear to an assessor why you are communicating to your colleague in this way and a brief explanation of the paperwork and why it is relevant to a particular part of your SVQ may be required.

A personal statement might also be used to record your experience of something, such as, how you handled a specific situation. This can be documented in your personal statement and should be a description of what you did, how you did it and why you did it. It will also allow you to include the people who were present and either assisted you or witnessed your actions. This, in turn, might identify who you should approach for ‘witness testimony’. In your personal statement you could also refer to product evidence that you have produced (eg reports, notes, completed forms), these can also be included as evidence in your portfolio.

The personal statement can be a piece of evidence in itself and should therefore be included in your portfolio.

Presenting your evidence

It is important to present all of your evidence in a clear, consistent and legible manner. Your assessor will then find it much easier to make appropriate judgements about the quality, sufficiency and currency of the materials you are putting forward for consideration.

It is not necessary to produce all of your evidence in typewritten format — some hand-written pieces of evidence, such as notes, will be perfectly acceptable.

There may also be items of evidence which you cannot physically include in your portfolio. This might be for confidentiality reasons or it could be that something which you have produced as part of your day-to-day work is normally kept in a filing cabinet or stored electronically in a PC.
In compiling your portfolio, we suggest that anything you produce as part of your day-to-day work is kept in its normal location, but those pieces of evidence which have been produced specifically for your SVQ, eg witness testimony statements or personal statements, are filed in your portfolio. 

However, assessors and verifiers should be able to locate and access your evidence at all times. It is, therefore, very important that you clearly reference every item of evidence. 

Referencing your evidence

Your assessor, as well as the internal and External Verifiers, will need to find their way around your portfolio, so you should give each piece of evidence a number.

Remember, that where you have used ‘integration of assessment’, you need to give details of all the Units and Elements which are linked to a specific piece of evidence. The links should be noted on the pieces of evidence themselves as well as on the index of evidence (cross-referencing). 

How to complete the Index of evidence — Example 1
You should complete an index of evidence sheet and file it immediately before the actual pieces of evidence in your portfolio. 

The index of evidence should be completed by:

· entering the evidence number in the first column

· giving a brief description of each piece of evidence in the second column

· explaining where the evidence can be found in the third column

You must make sure that the information contained in the evidence index is accurate when you give your portfolio to your assessor, particularly in relation to where the evidence can be located.
Completing the Element achievement records — Example 3
There is an Element achievement record for every Element within this portfolio. 
These records have been designed to allow you to record the evidence you have gathered for each Element. Each record has boxes across it which represents the Performance Criteria, Range Statement, Evidence Requirements and Knowledge and Understanding statement, these will differ from Element to Element so it is important to make sure you are using the right one. Whilst collecting your evidence you should use these grids to display the Performance Criteria, Range, Knowledge and Understanding and Evidence Requirement that piece of evidence relates to. In the first box write the evidence index number you have given to that piece of evidence. In the second box give a brief description of the evidence, then tick against the relevant Performance Criteria, Range, Evidence Requirements and Knowledge and Understanding. 

Worked examples

To give you a clearer picture of how to compile your portfolio, you will find worked examples of the various forms over the next few pages. You should ask your assessor for further advice and support if you are still unsure about how to use the forms and who should complete them.

Index of evidence — Example 1
	SVQ title and level 
	Using IT at level 3


	Evidence

number
	Description of evidence
	Included 

in portfolio 

(Yes/No)

If no, 

state location
	Sampled by the IV

(initials and date)

	1
	Action plan identifying customer requirements
	Yes
	

	2
	Personal statement
	Yes
	

	3
	Witness testimony
	Yes
	

	4
	Record of questions and answers
	Yes
	

	5
	Log of configuration details and errors
	Yes
	

	6
	Observation checklist
	Yes
	

	7
	Procedure for shutting down system
	Yes
	

	8
	Company media storage policy
	No. Can be found with General Manager.
	


Unit progress record — Example 2
	Qualification and level
	Using IT at level 3

	Candidate name
	Anne Thomas



To achieve the whole qualification, you must prove competence in mandatory Units and optional Units.

Unit Checklist — circle the reference number of each Unit as you complete it.


	Mandatory
	206
	301
	302
	303
	308
	
	
	
	

	Optional
	305
	306
	311
	312
	326
	327
	
	
	


Mandatory Units

	Unit Number
	Title
	Assessor 
	Date

	206
	Ensure your own actions reduce risks to H&S


	
	

	301
	Select and enable IT for use


	P.Jones
	28/4/2000

	302
	Maintain the Software Environment


	P.Jones
	28/4/2000

	303
	Develop and maintain the effectiveness of the IT working environment
	P.Jones
	8/4/2000

	308
	Develop your own effectiveness and professionalism


	
	


Optional Units

	305


	Design and produce documents using WP software
	
	

	306


	Design and produce spreadsheets
	
	

	311


	Design and use databases
	
	

	312


	Design and produce documents using graphics
	
	


Element achievement record — Example 3
Unit title:
Select & enable IT for use

Element:
301.1 Select and configure equipment for use

	Evidence

Index No
	Description of Evidence
	Performance Criteria


	Range
	Knowledge and Understanding

	
	
	a
	b
	c
	d
	e
	f
	g
	h
	1
	2
	3
	K1
	K2
	K3
	K4
	K5

	1
	Action Plan
	(
	(
	
	
	(
	
	
	
	(
	
	
	
	
	
	
	

	2
	Personal Statement
	(
	(
	
	
	(
	
	
	
	(
	
	
	
	
	
	
	

	3
	Copy of Legislation
	
	
	(
	(
	
	
	
	
	
	
	(
	
	
	
	
	

	5
	Record of Questions & Answers
	(
	(
	(
	
	(
	
	
	
	(
	(
	(
	
	
	
	
	

	6
	Log of Configuration Details
	
	
	
	
	
	(
	(
	(
	
	(
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	7
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	8
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	23
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Candidate’s signature
	
	Date
	

	
	
	

	Assessor’s signature
	
	Date
	

	
	
	

	Internal verifier’s signature
	
	Date
	


Personal statement — Example 4
	Date
	Evidence 

index number
	Details of statement
	Links to other evidence 

(enter numbers)
	Units, Elements, PC, and Range

covered

	4/4/00


	1


	Statement that I know and understand customer requirements. Names of customer and software and hardware requirements in portfolio.

Statements that I understand how to set up, equipment, configure software that met customer requirements. Details of equipment and software with dates are listed in portfolio.
	1
	301.1.a,b,e

Range 1




	Candidate’s signature
	Anne Thomas
	Date
	2/4/2011


Observation Record — Example 5
	Unit/Element(s)
	(301) Select and Enable IT for Use

	Candidate 
	Anne Thomas

	Evidence index number 
	8

	Date of observation
	28/4/2011


	Skills/activities observed
	PC covered

	Saving and storing files


	Element 301.3 

PC: a-f

Range: materials (consumables, removable storage media), regulations (current legislation, manufacturer’s instructions, organisational procedures), system (application software, hardware, system software).


	Knowledge and understanding apparent from this observation

	Candidate can save and organise files. She can delete unwanted files and can shut down system according to organisation’s procedures and manufacturer’s instructions.




	Other Units/Elements to which this evidence may contribute

	302.1.b,c Range 1,3




	Assessor comments and feedback to candidate

	


I can confirm the candidate’s performance was satisfactory.

	Assessor’s signature 
	Peter Jones
	Date
	28/4/2011

	
	
	
	

	Candidate’s signature
	Anne Thomas
	Date
	28/4/2011


Witness testimony — Example 6
	SVQ title and level
	Using IT level 3

	Candidate name
	Anne Thomas

	Evidence index no
	4

	Where applicable, evidence 

number to which this testimony

relates
	

	Element(s)
	301.2

	Range
	1

	Date of evidence
	8/4/2000

	Witness name
	Ian Cummings

	Designation/relationship to candidate
	Line manager

	Details of testimony
	I can attest that I observed Anne Thomas following company and national regulations in the use of software. She understands and has knowledge of these regulations and I observed her following them when selecting and configuring software.




I can confirm the candidate’s performance was satisfactory.

	Witness’s signature
	Ian Cummings
	Date
	8/4/2011


Witness (please tick the appropriate box):

 FORMCHECKBOX 

Holds A1/A2 or D32/D33 qualifications
 FORMCHECKBOX 

Is familiar with the SVQ standards to which the candidate is working

Record of questions and candidate’s answers — Example 7
	Unit
	301 Select and enable IT for use

	Element(s)
	1

	Evidence index number
	5

	Circumstances of assessment

	As part of the staff induction scheme IT staff are regularly interviewed and asked about their knowledge and skills. Anne Thomas was interviewed on the 21 March 2011 and below is a summary of the interview where it relates to her knowledge of resources and problem solving.



	List of questions and candidate’s responses

	Q
	If a member of staff asked you for a particular piece of equipment, what procedures would you follow?

	A
	I would ensure that a hardware requisition form has been filled out with the rational for needing such equipment, countersigned by their line and general managers. If approved, next step would be to ask the member of staff if they need specific training. Pc 301.1.a, b, e and Range 1, 2, 3.

	Q
	You discover that a member of staff has installed a piece of software on their workstation PC. What do you do?

	A
	If they installed it themselves then this is a serious breach of company regulations and I would inform the IT manager. I would then remove the software. Pc 301.1.c and Range 2, 3.


	Assessor’s signature
	Davinder Singh
	Date
	21/3/2011

	
	
	
	

	Candidate’s signature
	Anne Thomas
	Date
	21/3/2011


Section 3 — The Units and recording documents for your SVQ 

Unit progress record 

	Qualification and level
	SVQ 4 Managing Individuals in a Custodial Environment SCQF level 7 (GC88 24)

	Candidate name
	


To achieve the whole qualification, you must prove competence in all four mandatory Units plus any four optional Units.

Please note the table below shows the SSC identification codes listed alongside the corresponding SQA Unit numbers. It is important that the SQA Unit numbers are used in all your recording documentation and when your results are communicated to SQA. SSC identification codes are not valid in these instances.

Unit Checklist — circle the reference number of each Unit as you complete it.

	Mandatory
	EA2

	EC8
	EC9
	HA2
	HF1

	Optional
	AB6

	HI1
	BD1
	BD2
	EA1
	EA8
	EC1
	EC2

	
	EC7

	ED5
	FB2
	FI2
	GB3
	GC5
	HI1
	DJ101

	
	DJ203

	DJ204
	DJ205


Mandatory Units — four Units must be selected
	SQA

Unit Number
	SSC
Unit Number
	Title
	Assessor
	Internal Verifier
	Date

	B83L 04
	EA2
	Process Information Relating to Individuals’ Offending Behaviour
	
	
	

	F9R2 04
	EC8
	Support and Encourage Individuals in Addressing their Problematic Behaviour
	
	
	

	F9R3 04
	EC9
	Address the Challenging Behaviour of Individuals
	
	
	


Mandatory Units (cont)

	DR67 04
	HA2
	Manage Your Own Resources and Professional Development
	
	
	

	DR5J 04
	HF1
	Manage a Project

	
	
	


Optional Units — candidates must achieve four of the following Units
Group A (a minimum of two Units must be chosen, however all four Units may be chosen from Group A)
	SQA

Unit Number
	SSC
Unit Number
	Title
	Assessor
	Internal Verifier
	Date

	DK4R 04
	AB6
	Promote Effective Communication for and about Individuals (HSC31)
	
	
	

	D8P3 04
	HI1
	Represent One’s Own Agency at Other Agencies’ Meetings
	
	
	

	F12P 04
	BD1
	Prepare and Set Up Mediation
	
	
	

	F133 04
	BD2
	Stage the Mediation Process
	
	
	

	F29G 04
	EA1
	Assess Individuals’ Offending Behaviour and Plan Provision
	
	
	

	9PW 04
	EA8
	Assess Individuals for the Principal Types and Levels of Risk Associated with their Problematic Behaviour
	
	
	

	F29H 04
	EC1
	Help Individuals Address their Offending Behaviour
	
	
	


 Group A (cont)
	B83M 04
	EC2
	Enable Individuals to Change their Offending Behaviour
	
	
	

	D8ND 04
	EC7
	Reinforce Positive Behavioural Goals During Relationships with Individuals
	
	
	

	F9PY 04
	ED5
	Develop Intervention Plans for Individuals which Address Risk Factors and Enhance Protective Factors
	
	
	

	F29S 04
	FB2
	Contribute to Planning and Reviewing How to Meet Individuals’ Needs and Rights in the Custodial Environment
	
	
	

	FT4L 04
	FI2
	Contribute to Plans for the Release and Resettlement of Offenders
	
	
	

	F9E2 04
	GB3
	Enable Individuals to Understand and Address their Difficulties
	
	
	

	F2AC 04
	GC5
	Develop Control for People who are a Risk to Themselves or Others
	
	
	


	F33C 04
	HI1
	Plan, Implement and Manage the Sharing of Knowledge and Good Practice to Inform Innovation and Improve Service Delivery
	
	
	


Group B (a maximum of two Units may be chosen from Group B)

	SQA

Unit Number
	SSC
Unit Number
	Title
	Assessor
	Internal Verifier
	Date

	F9RR 04
	DJ101
	Assess the Circumstances of an Incident Towards Identifying a Restorative Response
	
	
	

	F9RT 04
	DJ203
	Implement and Monitor Agreed Outcomes from a Restorative Process
	
	
	

	F9RV 04
	DJ204
	Facilitate Informal Restorative Processes
	
	
	

	F9RW 04
	DJ205
	Evaluate the Outcomes from a Restorative Process
	
	
	


Glossary of terms

	Advisor
	A person who carries out, either singly or in combination, the functions of advising a candidate, collecting evidence of his or her competence on behalf of the assessor and authenticating the work candidates have undertaken. A mentor might also provide witness testimony.


	Assessment
	The process of generating and collecting evidence of a candidate’s performance and judging that evidence against defined criteria.


	Authentication
	The process by which an advisor or assessor confirms that an assessment has been undertaken by a candidate and that all regulations governing the assessment have been observed.


	Candidate
	The person enrolling for an SQA qualification.


	Centre
	The college, training organisation or workplace where SQA qualifications are delivered and assessed.


	Element of competence
	Statements which define the products of learning. The statements describe the activities that the candidate needs to perform in order to achieve the Unit. They contain Performance Criteria and sometimes statements on Range and evidence. (see Outcome).


	Evidence
	Materials the candidate has to provide as proof of his or her competence against specified Performance Criteria.


	Evidence Requirements
	Specify the evidence that must be gathered to show that the candidate has met the standards laid down in the Performance Criteria.


	External verifier
	The person appointed by the SQA who is responsible for the quality assurance of a centre’s provision. An External Verifier is often appointed on a subject area basis or for cognate groups of Units.


	Instrument of assessment
	A means of generating evidence of the candidate’s performance.


	Internal verifier
	The person appointed from within the centre who ensures that assessors apply the standards uniformly and consistently.


	Observation
	A means of assessment in which the candidate is observed carrying out tasks that reflect the Performance Criteria given in Outcomes.



Glossary of terms (cont)
	Outcome
	Statement which defines the products of learning. They describe the activities the candidate has to perform to achieve the Unit, and contain Performance Criteria and sometimes, statements on Range and evidence (see Elements of Competence).


	Performance Criteria
	Statements which describe the standard to which candidates must perform the activities which are stated in the Outcome.


	Portfolio
	A compilation of evidence which can form the basis for assessment. The portfolio is commonly used in SVQ awards and in alternative routes to assessment such as APL and credit transfer.


	Product evaluation
	A means of assessment which enables the quality of a product produced by the candidate, rather than the process of producing it, to be evaluated.


	Range/Scope
	A statement in the Unit which specifies the different contexts in which the activities described in the Outcome have to be demonstrated. Where they appear, Range/Scope Statements are mandatory.



Units for the SVQ 4 Managing Individuals in a Custodial Environment SCQF level 7
Unit EA2 (B83L 04)
Process Information Relating to Individuals’ Offending Behaviour
The Unit has the following Elements:
Element EA2.1
Obtain and verify information from individuals about their offending behaviour
Element EA2.2
Obtain and verify information from others about individuals’ offending behavior

Element EA2.3
Record information relating to individuals’ offending behaviour
Unit summary

This Unit is about obtaining, verifying and recording information relating to individuals’ offending behaviour. Workers need to evaluate the initial information they receive on the case and identify any further information needed and where to obtain it. When obtaining information, the worker needs to focus on why the individual’s behaviour occurred, different people’s views of the behaviour and the overall context of the behaviour. The information obtained needs to be verified and recorded for later decision-making.
Target group
This Unit is applicable across the community justice sector. It is designed to be relevant to any worker who has responsibility for obtaining, recording and verifying information relating to individuals’ offending behaviour. The information may be needed for risk assessment, pre-sentence reports, decisions relating to bail, planning and reviewing community and custodial sentences.
This Unit has been created by Skills for Justice.

Unit EA2 (B83L 04)
Process Information Relating to Individuals’ Offending Behaviour
Element EA2.1
Obtain and verify information from individuals about their offending behaviour 

	Performance Criteria

To meet the standard, you:
1
Identify the information which needs to be gathered and verified from different sources.
2
Establish the specific factors which need to be taken into account when gathering information on the case.
3
Explain clearly your role and responsibility to individuals.
4
Inform individuals of the type of information which will be entered in their records, how the records will be stored and who will have the right of access to them.
5
Communicate with individuals throughout the process in a manner which:
· is appropriate to them 

· encourages an open exchange of views and information 

· minimises any constraints to communication 

· is free from discrimination and oppression 

6
Assess individuals circumstances and risk of reconviction using appropriate assessment tools. 

7
Evaluate individuals’ behaviour against the information they are presenting for any further insights it may offer.

8
Summarise the information received from individuals, reflect it back to them for verification and challenge any inconsistencies. 

	9
Challenge attitudes and behaviour which are aggressive, abusive or discriminatory while taking account of personal safety.
10
Balance the information obtained from the individual against the overall information available and develop hypotheses about the individual’s behaviour. 

11
Assess risk of harm and of re-offending using the appropriate screening tools and identify any immediate action which needs to be taken. 

12
Seek advice and support promptly when team discussion and supervision are appropriate.



Unit EA2 (B83L 04)
Process Information Relating to Individuals’ Offending Behaviour
Element EA2.1
Obtain and verify information from individuals about their offending behaviour 

	Range
Risk of harm

1a
the public, including actual and potential victims of crime and people significant to the individual 

1b
people working with the individual 

1c
the individual him/herself 

Specific factors 

2a
the nature of the behaviour 

2b
the effects of the behaviour on others 

2c
communication differences which may need interpreting services
Risk of re-offending

3a
criminogenic needs of the individual

3b
the individuals motivation to change

3c
the individuals response to any previous sentences
	


Unit EA2 (B83L 04)
Process Information Relating to Individuals’ Offending Behaviour
Element EA2.1
Obtain and verify information from individuals about their offending behaviour

	
	
	Performance Criteria 
	Range

	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	1a
	1b
	1c
	2a
	2b
	2c
	3a
	3b
	3c

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EA2 (B83L 04)
Process Information Relating to Individuals’ Offending Behaviour

Element EA2.1
Obtain and verify information from individuals about their offending behaviour
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EA2 (B83L 04)
Process Information Relating to Individuals’ Offending Behaviour
	Element EA2.2
Obtain and verify information from others about individuals’ offending behaviour

Performance Criteria
To meet the standard, you:
1
Explain clearly your role and responsibility to the people from whom they wish to obtain the information. 

2
Explain clearly to people:
· the information which is needed 

· why it is needed 

· how it will be used 

· who will have the right of access to it 

3
Communicate with people in a manner which: 

· is appropriate to them 

· encourages an open exchange of views and information 

· minimises any constraints to communication 

· is free from discrimination and oppression 

4
Encourage people to provide information at the appropriate time and to alert the worker to anything which needs immediate attention. 

5
Summarise the information obtained, confirm with the people who gave it that it is relevant, accurate and current, and that the worker has interpreted it correctly. 

6
Balance new information against all the information available to test hypotheses about the individual’s behaviour. 

7
Seek advice and support promptly when team discussion and supervision are appropriate. 
	


Unit EA2 (B83L 04)
Process Information Relating to Individuals’ Offending Behaviour
Element EA2.2
Obtain and verify information from others about individuals’ offending behaviour

	
	
	Performance Criteria 


	 No
	Description of evidence
	1
	2
	3
	4
	4
	6
	7

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Unit EA2 (B83L 04)
Process Information Relating to Individuals’ Offending Behaviour

Element EA2.2
Obtain and verify information from others about individuals’ offending behaviour
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EA2 (B83L 04)
Process Information Relating to Individuals’ Offending Behaviour

Element EA2.3
Record information relating to individuals’ offending behaviour
Performance Criteria

To meet the standard, you:
1
Record information: 

· accurately, promptly and concisely 

· in a way which is consistent with the promotion of individuals’ rights 

· so that it clearly distinguishes facts and opinions 

2
Structure information in ways which allow other workers to use it easily. 

3
Maintain the confidentiality of information:
· consistent with the requirements of legislation and agency policy 

· so that it safeguards individual rights 

· so that it is only disclosed to those who have the right and need to know it once proof of identity has been obtained 

· through taking appropriate precautions during handling and storage 

· through deciding when it is not appropriate to communicate it

Unit EA2 (B83L 04)
Process Information Relating to Individuals’ Offending Behaviour
Element EA2.3
Record information relating to individuals’ offending behaviour

	
	
	Performance Criteria 



	 No
	Description of evidence
	1
	2
	3

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Unit EA2 (B83L 04)
Process Information Relating to Individuals’ Offending Behaviour

Element EA2.3
Record information relating to individuals’ offending behaviour
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EA2 (B83L 04)
Process Information Relating to Individuals’ Offending Behaviour

	Knowledge and Understanding for the whole Unit
To meet the standard, you need to know and understand:
Working with offending behaviour 
1
The impact of crime on victims and their need for protection, respect, recognition and information.
2
The ways in which the physical, social, psychological and emotional development and functioning of individuals affects their behaviour and its associated patterns.
3
Relevant research into the relationship between known factors which influence offending behaviour and evidence of effective practice in tackling these factors and how the candidate has applied these in their work.
4
Current definitions of risk and the purpose of risk assessment and management.
5
The ways in which stereotyping and discrimination might affect risk assessment and how to guard against this.
6
Issues involved in risk identification and prediction including the use of different predictive methods.
7
The ways in which it is necessary to alter communication when working with different individuals and representatives of different agencies.
8
The ways in which individual’s culture and gender influence the worker’s practice.

9
How they have applied the principles of equality, diversity and anti-discriminatory practice to their work.
	10
What is meant by the concepts of validity, reliability, sufficiency and currency in relation to data collection and analysis and how to use different data collection methods validly and reliably.

Working within the community justice sector 
11
The specific legislation (national and European) which relates to the work being undertaken — both the context and the individual — and the impact of this on the work.
12
Any particular factors relating to the agency’s policies and practices which have affected the work undertaken.

Working to improve agency practice 
13
The particular confidentiality issues which are likely to arise in the systems and structures for which the worker holds responsibility and how they have tackled these.

Working to improve individual practice 
14
Methods of evaluating their own competence, determining when further support and expertise are needed and the measures taken to improve own competence in this area of work.



Unit EA2 (B83L 04)
Process Information Relating to Individuals’ Offending Behaviour
	
	
	Knowledge and Understanding for the whole Unit


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EA2 (B83L 04)
Process Information Relating to Individuals’ Offending Behaviour

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EC8 (F9R2 04)
Support and Encourage Individuals in Addressing their Problematic Behaviour
The Unit has the following Elements:

Element 1 
Help individuals to understand the problematic aspects of their behaviour and associated risks

Element 2 
Help individuals to address the problematic aspects of their behaviour

Unit Summary

This Unit is about helping individuals who have offended, or are at risk of offending, to understand why aspects of their behaviour might be considered offensive, and the benefits of addressing such aspects.  This includes challenging individual behaviour and providing support and encouragement for change. You need to recognise the complex range of factors which may lead to offending and be able to help individuals value themselves and others. Such work may take place opportunistically during ongoing contact with the individual, or occur during more formal interventions. 

Problematic behaviour is that which might be considered to be anti-social, challenging or offending.

Target Group

This Unit applies to all workers who help individuals to address their offending behaviour, but who may not necessarily hold case management responsibility.

Unit EC8 (F9R2 04)
Support and Encourage Individuals in Addressing their Problematic Behaviour
	Element 1
Help individuals to understand the problematic aspects of their behaviour and associated risks
Performance Criteria

To meet the standard, you:

1
Communicate in a manner appropriate to the individual, and which is free from discrimination and oppression.

2
Encourage an open exchange of views and information.

3
Encourage individuals to reflect on their behaviour, to identify the problematic aspects and their consequences 

4
Encourage individuals to consider the potential impact of their behaviour upon themselves, upon the public, including actual and potential victims of crime and people significant to the individual, people working with the individual, and to property.

5
Identify and discuss those aspects of their behaviour which concern them, and other people, and the individual’s own priorities in relation to their behaviour.

6
Offer relevant information and advice on the advantages of positive change and in a manner which recognises the complexity of the situation.

7
Explore with the individual their attitudes to offending and their motivation to change.

8
Challenge constructively attitudes and behaviour which are abusive, aggressive or discriminatory, whilst taking account of personal safety. 

9
Seek advice and support promptly when team discussion and supervision are appropriate.

10
Complete records accurately and clearly and store them according to your organisation’s requirements.
	


Unit EC8 (F9R2 04)
Support and Encourage Individuals in Addressing their Problematic Behaviour
Element 1
Help individuals to understand the problematic aspects of their behaviour and associated risks
	
	
	 Performance Criteria 

	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


Unit EC8 (F9R2 04)
Support and Encourage Individuals in Addressing their Problematic Behaviour

Element 1
Help individuals to understand the problematic aspects of their behaviour and associated risks
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EC8 (F9R2 04)
Support and Encourage Individuals in Addressing their Problematic Behaviour
Element 2
Help individuals to address the problematic aspects of their behaviour
Performance Criteria

To meet the standard, you:

1
Encourage individuals to value themselves positively and to recognise their strengths and ability to change.

2
Explore with individuals ways to address the problematic aspects of their behaviour and the implications of such changes.

3
Assist individuals to make an informed selection of options which they are able to put into practice and to which they are committed.

4
Assist individuals to develop realistic and achievable goals, and to identify how and when they should review their progress towards their goals.

5
Clarify with individuals the support available to them. 

6
Support individuals according to their particular needs, your own role and responsibilities, and statutory requirements and agency practice. 

7
Provide constructive feedback to individuals and reinforce positive changes in their behaviour.

8
Assist individuals to reflect on their progress and the factors that have contributed to their change in behaviour.

9
Communicate all relevant information promptly to all authorised parties. 

10
Complete records accurately and clearly and store them according to agency requirements.

Unit EC8 (F9R2 04)
Support and Encourage Individuals in Addressing their Problematic Behaviour
Element 2
Help individuals to address the problematic aspects of their behaviour
	
	
	 Performance Criteria 

	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


Unit EC8 (F9R2 04)
Support and Encourage Individuals in Addressing their Problematic Behaviour

Element 2
Help individuals to address the problematic aspects of their behaviour
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EC8 (F9R2 04)
Support and Encourage Individuals in Addressing their Problematic Behaviour
	Knowledge and Understanding for the whole Unit
To meet the standard, you need to know and understand:

1
The impact of physical, social, psychological and emotional development upon the behaviour of individuals. 

2
How equality and inequality can affect people.

3
The impact of crime on victims and their need for protection, respect, recognition and information.

4
Different ways of encouraging individuals to see the need to change their behaviour and develop the motivation to do so.

5
The obstacles to change which may exist for individuals and methods of overcoming them.

6
Why it is important to help individuals consider the effects of their choices on others and to have ownership of, and be responsible for, the decisions that they make.

7
The evidence for the effectiveness of different ways of supporting individuals to change their behaviour. 

8
The legislation which relates to the work which you undertake, and how you have taken this into account in your work.

9
Any particular factors relating to the agency’s policies and practices which have affected the work undertaken.

10
The ways in which it is necessary to alter communication when working with different individuals and representatives of different agencies.

11
The ways in which individual’s culture and gender influence your practice.

12
How to apply the principles of equality, diversity and anti-discriminatory practice to your work.

13
How to evaluate your own competence when at work and to decide when further support and expertise are needed.




 Unit EC8 (F9R2 04)
Support and Encourage Individuals in Addressing their Problematic Behaviour
	
	
	Knowledge and Understanding for the whole Unit

	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EC8 (F9R2 04)
Support and Encourage Individuals in Addressing their Problematic Behaviour
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EC9 (F9R3 04)
Address the Challenging Behaviour of Individuals
The Unit has the following Elements:
Element 1
Negotiate goals for acceptable behaviour
Element 2
Manage challenging behaviour
Element 3
Contribute to maintaining a supportive environment
Unit summary

This Unit is about addressing incidents of challenging behaviour, and includes negotiating boundaries towards minimising such behaviour.

Target group

This Unit is applicable to those working with individuals with challenging behaviour.
Unit EC9 (F9R3 04)
Address the Challenging Behaviour of Individuals
	Element 1
Negotiate goals for acceptable behaviour
Performance Criteria

To meet the standard, you:
1
Identify achievable goals and boundaries for behaviour appropriate to the individual’s circumstances, and which are in line with legislative and organisational requirements.
2
Identify risk factors which might jeopardise the individual’s acceptable behaviour, and identify ways of addressing these.
3
Discuss the identified goals and boundaries and clarify them with the individual, in a manner appropriate to their understanding and particular requirements.

4
Discuss and clarify the identified goals, boundaries and associated roles with appropriate others.
5
Ensure that areas of conflict and tension are acknowledged and explored in an open and honest manner, and ways identified by which these may be resolved.
6
Identify factors which contribute to and enhance the individual’s ability to manage their behaviour.
7
Seek appropriate support where there are any difficulties in negotiating realistic goals and boundaries with the individual.
8
Obtain the informed consent of individuals regarding the actions to be taken.
9
Record agreements reached and share the implications for future work with the individual, and with all those who need to know, in keeping with organisational policy.
	


Unit EC9 (F9R3 04)
Address the Challenging Behaviour of Individuals
Element 1
Negotiate goals for acceptable behaviour

	
	
	Performance Criteria 


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


Unit EC9 (F9R3 04)
Address the Challenging Behaviour of Individuals
Element 1
Negotiate goals for acceptable behaviour
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EC9 (F9R3 04)
Address the Challenging Behaviour of Individuals
Element 2
Manage challenging behaviour
Performance Criteria
To meet the standard, you:
1
Identify when an individual’s behaviour is outside the agreed goals and acceptable boundaries.
2
Respond calmly and communicate in a manner which maximises the safety, rights and dignity of those involved, whilst dealing with the challenging behaviour.
3
Identify and implement appropriate interventions, ensuring that the methods and level of interventions are in line with legislation, policy and procedures, and are consistent with the plan for working with the individual.
4
Ensure that where physical restraint is used, the degree and duration are in keeping with your organisation’s policies. 

5
Monitor closely the individual to ensure their physical safety, and mental well-being, and respond appropriately to changes in their behaviour.
6
Ensure that the individual’s needs, feelings and responses to the intervention are listened to and are considered. 

7
Ensure that the incident is recorded accurately, legibly and completely, and relevant information is shared with those people 
who need to know and in keeping with your organisation’s policy.

Unit EC9 (F9R3 04)
Address the Challenging Behaviour of Individuals
Element 2
Manage challenging behaviour
	
	
	Performance Criteria 


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Unit EC9 (F9R3 04)
Address the Challenging Behaviour of Individuals
Element 2
Manage challenging behaviour
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EC9 (F9R3 04)
Address the Challenging Behaviour of Individuals
Element 3
Contribute to maintaining a supportive environment

	Performance Criteria

To meet the standard, you:
1
Ensure that following an intervention the individual, and others involved in the incident, receive appropriate support. 

2
Ensure that the individual is given sufficient time to recover before being encouraged to discuss their feelings and the impact of the incident.
3
Consider relevant factors, including historical, psychological and situational, and identify those which may have provoked or contributed to the challenging behaviour with the individual and others involved.
4
Encourage the individual to reflect upon the specific incident of challenging behaviour and to determine its cause and the consequences.
5
Determine potential causes of the individual’s challenging behaviour and take relevant steps towards minimising these.
6
Encourage the individual to explore and to develop methods to manage their own behaviour.
7
Ensure that relevant information is shared with relevant parties in agreeing strategies to enable the individual to manage their behaviour.
8
Seek opportunities by which the individual can make amends, where relevant.

	9
Discuss any changes to agreed goals and boundaries of behaviour with the individual, in a manner appropriate to their understanding and circumstance. 
10
Ensure that remaining conflicts and tensions between the individual and others are acknowledged openly, and ways in which these may be resolved are identified and progressed.
11
Seek relevant support, information and advice to help resolve difficulties.
12
Ensure that records of incidents are accurate, legible and complete and in keeping with organisational policy.



Unit EC9 (F9R3 04)
Address the Challenging Behaviour of Individuals
Element 3
Contribute to maintaining a supportive environment 
	
	
	Performance Criteria 


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EC9 (F9R3 04)
Address the Challenging Behaviour of Individuals
Element 3
Contribute to maintaining a supportive environment 
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EC9 (F9R3 04)
Address the Challenging Behaviour of Individuals
	Knowledge and Understanding for the whole Unit
To meet the standard, you need to know and understand:
1
Legislative requirements, national and local policies, procedures and guidance on the prevention and management of challenging behaviour of individuals.
2
Why the boundaries and constraints of your own role, responsibility and competence in managing challenging behaviour must be understood and clarified with all parties.
3
The reasons for using only the minimum physical restraint.
4
Safe methods of restraint which are consistent with legally permissible methods of control.
5
Your organisation’s policies and procedures relating to the reporting of incidents and to whom the reports should be made.
6
The legal framework which protects you and others from abuse and assault at work.
7
The individual’s right to take legal action against another and why it is important to consider the implications for others.
8
What constitutes challenging behaviour as defined through legal policies and guidelines.
9
How the age and stage of development of an individual can affect the way in which behaviour is viewed.
10
The difference between challenging behaviour and assertiveness.
	11
The importance of taking into account the individual’s previous experience which may impact upon their current behaviour.
12
Why the manner in which you respond to challenging behaviour needs to be sensitive to the age, gender, culture and religion, understanding and circumstances of a particular individual.
13
Factors which may contribute to the escalation or defusing of challenging behaviour.
14
Signs and indicators of potential risk to people during episodes of challenging behaviour.
15
Factors which determine appropriate goals and boundaries for individuals.
16
The importance of reflecting on incidents of challenging behaviour and of recognising their impact on relationships.
17
Available forms of help and support for individuals and yourself, and how to access them.
18
Techniques for diverting potential challenging behaviours.


 Unit EC9 (F9R3 04)
Address the Challenging Behaviour of Individuals
	
	
	Knowledge and Understanding for the whole Unit



	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EC9 (F9R3 04)
Address the Challenging Behaviour of Individuals
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit HA2 (DR67 04)
Manage Your Own Resources and Professional Development
Unit Summary

This Unit is about managing your personal resources (particularly knowledge, understanding, skills, experience and time) and your professional development in order to achieve your work objectives and your career and personal goals.

You need to understand your work role and how it fits into the overall vision and objectives of the organization, whilst also understanding what is driving you in terms of your values and your career and wider personal aspirations. 

Identifying and addressing gaps in your skills and knowledge and understanding is an essential aspect of this Unit.

Target Group

The Unit is recommended for first line managers, middle managers and senior managers.
Linked Units

This Unit is linked to Skills for Justice Units HA1 Manage Your Own Resources (MSC A1) and HA3 Develop Your Personal Networks (MSC A3) in the overall suite of National Occupational Standards for management and leadership.
Unit HA2 (DR67 04)
Manage Your Own Resources and Professional Development
Skills
Listed below are the main generic ‘skills’ which need to be applied in managing your own resources and professional development. These skills are explicit/implicit in the detailed content of the Unit and are listed here as additional information.

· setting objectives

· evaluating

· planning

· learning

· reviewing

· communicating

· self-assessment

· time management

· stress management

· obtaining feedback

· reflecting

· prioritising

Unit HA2 (DR67 04)
Manage Your Own Resources and Professional Development
	Performance Criteria

To meet the standard, you:
1
Evaluate, at appropriate intervals, the current and future requirements of your work-role taking account of the vision and objectives of your organisation.
2
Consider your values and your career and personal goals and identify information which is relevant to your work role and professional development.
3
Discuss and agree personal work objectives with those you report to and how you will measure progress.
4
Identify the learning styles which work best for you and ensure that you take these into account in identifying and undertaking development activities.
5
Identify any gaps between the current and future requirements of your work-role and your current knowledge, understanding and skills.
6
Discuss and agree, with those you report to, a development plan to address any identified gaps in your current knowledge, understanding and skills and support your own career and personal goals.
7
Undertake the activities identified in your development plan and evaluate their contribution to your performance.

	8
Review and update your personal work objectives and development plan in the light of performance, any development activities undertaken and any wider changes.
9
Get regular and useful feedback on your performance from those who are in a good position to judge it and provide objective and valid feedback.
10
Ensure that your performance consistently meets or goes beyond agreed requirements.



Unit HA2 (DR67 04)
Manage Your Own Resources and Professional Development
	Behaviours which underpin effective performance
To meet the standard, you:
1
Address multiple demands without losing focus or energy.

2
Recognise changes in circumstances promptly and adjust plans and activities accordingly.

3
Prioritise objectives and plan work to make best use of time and resources.

4
Take personal responsibility for making things happen.

5
Take pride in delivering high quality work.

6
Show an awareness of your own values, motivations and emotions.

7
Agree achievable objectives for yourself and give a consistent and reliable performance.

8
Recognise your own strengths and limitations, play to your strengths and use alternative strategies to minimise the impact of your limitations.

9
Make best use of available resources and proactively seek new sources of support when necessary.

10
Reflect regularly on your own experiences and use these to inform future action.



Unit HA2 (DR67 04)
Manage Your Own Resources and Professional Development
	Knowledge and Understanding 
To meet the standard, you need to know and understand:
1
The principles which underpin professional development.

2
The importance of considering your values and career and personal goals and how to relate them to your job role and professional development.

3
How to evaluate the current requirements of a work role and how the requirements may evolve in the future.

4
How to set objectives which are SMART (Specific, Measurable, Achievable, Realistic and Time-bound).

5
How to identify development needs to address any identified gaps between the requirements of your work-role and your current knowledge, understanding and skills.

6
What an effective development plan should contain and the length of time that it should cover.

7
The range of different learning style(s) and how to identify the style(s) which work(s) best for you.

8
The type of development activities which can be undertaken to address identified gaps in your knowledge, understanding and skills.

9
How to identify whether/how development activities have contributed to your performance.

10
How to update work objectives and development plans in the light of performance, feedback received, any development activities undertaken and any wider changes.


	11
Monitoring the quality of your work and your progress against requirements and plans.

12
How to evaluate your performance against the requirements of your work-role.

13
How to identify and use good sources of feedback on your performance.

Industry/Sector specific knowledge and understanding

14
Industry/sector requirements for the development or maintenance of knowledge, skills and understanding and continuing professional development.

Context specific knowledge and understanding
15
The requirements of your work-role including the limits of your responsibilities.

16
The vision and objectives of your organisation.

17
Your own values and career, and personal goals.

18
Your personal work objectives.

19
Your preferred learning style(s).

20
Your current knowledge, understanding and skills.

21
Identify gaps in your current knowledge, understanding and skills.




Unit HA2 (DR67 04)
Manage Your Own Resources and Professional Development
	
	
	 Performance Criteria 
	Behaviours which underpin effective performance


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
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Unit HA2 (DR67 04)
Manage Your Own Resources and Professional Development
	
	
	Knowledge and Understanding 



	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	19
	20
	21

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit HA2 (DR67 04)
Manage Your Own Resources and Professional Development
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit HF1 (DR5J 04)
Manage a Project 

Unit Summary

This Unit is about managing a project for which you have been given responsibility. This involves developing and agreeing a plan for the project, and monitoring and controlling implementation of the plan and any changes. It also involves ensuring that the project achieves its key objectives and is completed to the satisfaction of the project sponsor(s) and any key stakeholders.

Target Group

This Unit is recommended for those in operational and managerial roles with responsibility for managing a project.

Unit HF1 (DR5J 04)
Manage a Project 

	Performance Criteria

To meet the standard, you:
1
Discuss and agree the key objectives and scope of the proposed project and the available resources with the project sponsor(s) and any key stakeholders.
2
Identify how the proposed project fits with the overall vision, objectives and plans of the organisation and any programmes of work or other projects being undertaken.
3
Develop, in consultation with relevant people, a realistic and thorough plan for undertaking the project and achieving the key objectives.
4
Discuss and agree the project plan with the project sponsor(s) and any key stakeholders, making changes where necessary.
5
Brief any project team members on the project plan and their roles and responsibilities, and provide ongoing support, encouragement and information.
6
Put processes and resources in place to manage potential risks arising from the project and deal with contingencies.
7
Implement the project plan, selecting and applying a range of basic project management tools and techniques to monitor, control and review progress.
8
Communicate progress to the project sponsor(s), any key stakeholders and any project team members on a regular basis.
	9
Identify, in the light of progress and any problems encountered and wider developments, any required changes to the project plan, obtaining agreement from project sponsors and any key stakeholders where necessary.
10
Achieve project objectives using the agreed level of resources.
11
Confirm satisfactory completion of the project with the project sponsor(s) and any key stakeholders.
12
Evaluate the success of the project, identifying what lessons can be learned and recognise the contributions of project team members.



Unit HF1 (DR5J 04)
Manage a Project 

	Behaviours which underpin effective performance

1
Recognise changes in circumstances promptly and adjust plans and activities accordingly.
2
Find practical ways to overcome barriers.
3
Present information clearly, concisely, accurately and in ways that promote understanding.
4
Create a sense of common purpose.
5
Make the best use of available resources and actively seek new sources of support when necessary.
6
Act within the limits of your own authority.
7
Promote and recognise imaginative and innovative solutions.
8
Take pride in delivering high quality work.
9
Take personal responsibility for making things happen.



Unit HF1 (DR5J 04)
Manage a Project

	Knowledge and Understanding 
To meet the standard, you need to know and understand:
1
The fundamental characteristics of projects, as opposed to routine management function/activities.
2
The role and key responsibilities of a project manager.
3
Key stages in the project lifecycle.
4
The importance of the relationship between the project manager and the project sponsor(s) and any key stakeholders, and the importance of effective customer service.
5
Why it is important to discuss and agree the key objectives and scope of a proposed project with the project sponsor(s) and any key stakeholders before detailed planning commences.
6
The type of information needed for effective project planning.
7
Why it is important to be able to identify and understand how a project fits with the overall vision, objectives and plans of the organisation, and any related programmes of work or other projects being undertaken.
8
Why it is important to consult with relevant people in developing a project plan and how to do this effectively.
9
What should be included in a project plan, particularly activities, required resources and timescales, and why the plan needs to be discussed and agreed with the project sponsor(s) and any key stakeholders.

	10
Why it is important that any project team members are briefed on the project plan, their roles and responsibilities and how to do so effectively.
11
Ways of providing ongoing support, encouragement and information to any project team members.
12
Ways of identifying and managing potential risks in relation to the project.
13
The importance of contingency planning and how to do so effectively.
14
How to select from and apply a range of basic project management tools and techniques to monitor, control and review progress of the project.
15
Effective ways of communicating with project sponsor(s) and any key stakeholders during a project.
16
The importance of agreeing changes to the project plan with the project sponsor(s) and any key stakeholders.
17
The type of changes that might need to be made to a project plan during implementation to address changing needs and external factors.
18
Why it is important to confirm satisfactory completion of the project with the project sponsor(s) and any key stakeholders and how to do so effectively.
19
How to establish effective systems for evaluating the success of projects and identifying lessons for the future.


Unit HF1 (DR5J 04)
Manage a Project 

	Knowledge and Understanding (continued)
20
The importance of recognising the contributions of project team members to the success of projects and different ways of doing so.
Justice sector specific knowledge and understanding

21
Project management tools and techniques commonly used in the justice sector.
22
Risks and contingencies common to the justice sector.
23
Justice sector specific legislation, regulations, guidelines and codes of practice.
Context specific knowledge and understanding

24
The project sponsor(s) — the individual or group for whom the project is being undertaken.
25
Key stakeholders — the individuals or groups who have a vested interest in the success of the project and the organisation.
26
The agreed key objectives and scope of the proposed project and the available resources.
27
The overall vision, objectives and plans of the organisation and any other relevant programmes of work or other projects being undertaken.

	28
Mechanisms for consulting on the development of the project plan and the views/thoughts received from relevant people in relation to proposals.
29
The agreed project plan.
30
The roles and responsibilities of any project team members.
31
Methods used for briefing, supporting, encouraging and providing information to project team members.
32
Processes and resources put in place to manage potential risks and deal with contingencies.
33
Type and nature of potential risks identified and contingencies encountered.
34
Specific project management tools and techniques used to monitor, control and review progress.
35
Processes in place for communicating information on progress of the project to the project sponsor(s), any key stakeholders and project team members.
36
Processes in place for identifying and agreeing changes to the project plan.
37
Processes for confirming satisfactory completion of the project with the project sponsor(s) and any key stakeholders.
38
Processes for evaluating the success of the project, including sources of relevant information and any lessons which have been learned from undertaking the project.
39
Methods for recognising the contributions of project team members to successful projects.


Unit HF1 (DR5J 04)
Manage a Project 

	
	
	Performance Criteria 
	Behaviours which underpin effective performance

	 No
	Description of evidence
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Unit HF1 (DR5J 04)
Manage a Project 

	
	
	Knowledge and Understanding

	 No
	Description of evidence
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Unit HF1 (DR5J 04)
Manage a Project 
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit AB6 (DK4R 04)
Promote Effective Communication with, for and about Individuals
The Unit has the following Elements:
Element AB6.1
Identify ways to communicate effectively

Element AB6.2
Communicate effectively on difficult, complex and sensitive issues

Element AB6.3
Support individuals to communicate

Element AB6.4
Update and maintain records and reports

Unit Summary

For this Unit you need to identify ways of communicating on difficult, complex and sensitive issues, support others to communication and update and maintain records and reports.

This Unit was developed by Skills for Care & Development and has been taken from their Health and Social Care suite of NOS.

Unit AB6 (DK4R 04)
Promote Effective Communication with, for and about Individuals
Element AB6.1
Identify ways to communicate effectively
	Performance Criteria
To meet the standard, you:
1
Obtain, record and gain the individual’s agreement to pass on information about their speech, communication and language needs and preferences.
2
Work with individuals to understand their preferred methods of communication and language and ensure that any specific aids they require are available.
3
Identify different styles and methods of communicating to meet the needs and preferences of individuals and key people.

4
Seek information and advice from key people where:
· you have difficulty communicating using individuals’ preferred communication methods and language
· the issues to be communicated are outside your area of expertise
5
Seek information on:
· the issues to be communicated with the individuals and key people
· how to deal with any potential reactions to the communication
6
Change your approach and seek additional help:
· to meet the individual’s changing needs
· where the communication methods are inappropriate or ineffective
	Range
Communication and language needs and preferences
1a
individual’s preferred spoken languages
1b
signs
1c
symbols
1d
pictures
1e
writing
1f
objects of reference
1g
communication passports
1h
other non-verbal forms of communication
1i
human and technological aids to communication

Key People

2a
family

2b
friends

2c
carers
2d
others with whom the individual has a supportive relationship



Unit AB6 (DK4R 04)
Promote Effective Communication with, for and about Individuals
Element AB6.1
Identify ways to communicate effectively
	
	
	Performance Criteria 
	Range

	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	1a
	1b
	1c
	1d
	1e
	1f
	1g
	1h
	1i
	2a
	2b
	2c
	2d

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit AB6 (DK4R 04)
Promote Effective Communication with, for and about Individuals
Element AB6.1
Identify ways to communicate effectively
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit AB6 (DK4R 04)
Promote Effective Communication with, for and about Individuals
Element AB6.2
Communicate effectively on difficult, complex and sensitive issues
	Performance Criteria
To meet the standard, you:
1
Agree with the individual how to arrange the environment for effective communication and understanding.
2
Check that individuals have the appropriate support to communicate their views, wishes and preferences.
3
Use appropriate styles and methods of communicating to meet the needs and preferences of individuals and key people.
4
Communicate in ways which:
· are sensitive to the individual’s needs, concerns and reactions

· are appropriate to the content and purpose of the communication

5
Give individuals sufficient time to understand the content of the communication.
6
Observe and respond appropriately to the individuals reactions during communications.
7
Work with individuals to help clarify any misunderstandings.
8
Support individuals to deal with the content and their reactions to the communication.
9
Take appropriate action when individuals’ reactions to the information may result in risk or harm to the individual, others and yourself.
10
Record and report the processes and outcomes from the communication according to confidentiality agreement and legal and organisational requirements.
	Range
Communication and language needs and preferences

1a
individual’s preferred spoken language

1b
signs

1c
symbols

1d
pictures

1e
writing

1f
objects of reference

1g
communication passports

1h
other non verbal forms of communication

1i
human and technological aids to communication
Difficult complex and sensitive communications

2a
distressing

2b
traumatic

2c
frightening

2d
threatening

2e
posing a risk to and/or having severe implications for the individuals/key people

2f
communications that may be difficult to understand and assimilate

2g
sensitive issues, including those of a personal nature
Key People

3a
family

3b
friends

3c
carers

3d
others with whom the individual has a supportive relationship


Unit AB6 (DK4R 04)
Promote Effective Communication with, for and about Individuals
Element AB6.2
Communicate effectively on difficult, complex and sensitive issues
	
	
	Performance Criteria 
	Range

	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	1a
	1b
	1c
	1d
	1e
	1f
	1g
	1h
	1i
	2a
	2b
	2c
	2d
	2e
	2f
	2g
	3a
	3b
	3c
	3d

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit AB6 (DK4R 04)
Promote Effective Communication with, for and about Individuals
Element AB6.2
Communicate effectively on difficult, complex and sensitive issues
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit AB6 (DK4R 04)
Promote Effective Communication with, for and about Individuals

	Element AB6.3
Support individuals to communicate
Performance Criteria
To meet the standard, you:
1
Support individuals to:
· express how they want to communicate with others

· communicate using their preferred methods of communication and language

2
Support individuals to set up any specific aids necessary to enable them to communicate.
3
Support others who are communicating with individuals to:
· understand them

· communicate using, or through others that are able to use, the individuals’ preferred methods of communication and language

4
Encourage individuals to:
· engage with others and to respond appropriately

· express their feelings and emotions in acceptable ways

· overcome barriers to communication

· find alternative methods to communication
	


Unit AB6 (DK4R 04)
Promote Effective Communication with, for and about Individuals
Element AB6.3
Support individuals to communicate
	
	
	Performance Criteria 



	 No
	Description of evidence
	1
	2
	3
	4

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Unit AB6 (DK4R 04)
Promote Effective Communication with, for and about Individuals
Element AB6.3
Support individuals to communicate
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit AB6 (DK4R 04)
Promote Effective Communication with, for and about Individuals
Element AB6.4
Update and maintain records and reports
Performance Criteria

To meet the standard, you:
1
Identify legal and organisational requirements and procedures for recording and reporting on individuals.
2
Identify, record and/or pass on information about the individual’s communication and language needs.
3
Seek permission from the appropriate people to access records.
4
Access and update records and reports on your work with the individuals accurately, comprehensively and according to legal, organisational procedures and requirements and the limits of your job role.
5
Record and/or report:
· any signs and symptoms that indicate a change in the condition and care needs of the individual and in their support requirements

· any decisions you have made and actions you have taken about the individual’s support needs and condition

6
Record and/or report any difficulties you have in accessing and updating records and reports.
7
Involve and support individuals to contribute and understand records and reports concerning them.
8
Ensure the security and access to records and reports are according to confidentiality agreements and legal and 
organisational procedures.

Unit AB6 (DK4R 04)
Promote Effective Communication with, for and about Individuals
Element AB6.4
Update and maintain records and reports
	
	
	Performance Criteria 



	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Unit AB6 (DK4R 04)
Promote Effective Communication with, for and about Individuals
Element AB6.4
Update and maintain records and reports
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit AB6 (DK4R 04)
Promote Effective Communication with, for and about Individuals
	Knowledge and Understanding for the whole Unit
To meet the standard, you need to know and understand:
Values

1
Legal and organisational requirements on equality, diversity, discrimination and rights:
· relating to individuals’ and key people’s language and communication preferences

· on equal treatment for language and communication

· when completing records and reports

2
How to provide active support to enable individuals and key people to communicate their needs, views and preferences using their preferred method and media of communication and language.
3
Methods and ways of communicating that:
· support equality and diversity

· are effective when dealing with, and challenging discrimination when communicating with, individuals and key people

Legislation and organisational policy and procedures
4
Codes of practice and conduct, and standards and guidance relevant to your own and the roles, responsibilities, accountability and duties of others when communicating on difficult, complex and sensitive issues and recording and reporting.

	5
Current local, UK legislation and organisational requirements, procedures and practices for:
· accessing records and information about an individual’s speech, communication and languages needs and preferences

· recording, reporting, confidentiality and sharing information, including data protection

· communicating with individuals

Theory and practice
6
Where to go and the best ways to find out about and get advice about individuals’ speech, communication and language needs, wishes and preferences.
7
How and where to access information and support that can inform your knowledge and practice about speech, communication and language needs and skills.
8
Theories relevant to the individuals with whom you work, about:

· human growth and development and its affect on communication and language skills and abilities

· in relation to specific conditions in your area of practice that can affect communication and language of individuals and key people

· how speech, communication and language differences and difficulties can affect the identity, self-esteem and self-image of the individuals with whom you work

· power and how it can be used and abused when communicating on difficult, sensitive and complex issues


Unit AB6 (DK4R 04)
Promote Effective Communication with, for and about Individuals
	Knowledge and Understanding (continued)
9
Factors that can affect the communication skills, abilities and development of the individuals with whom you are working and any resultant behaviour that may occur.
10
Methods to support individuals to communicate.
11
Specific aids to communication that may be used in your area of work.
12
How to arrange the environment and position yourself to maximise communication and interaction.
13
Conflicts and dilemmas created by difficulties in communication and language in your area of work.
14
How to work with, and how to resolve conflicts that you are likely to meet when communicating with individuals and key people.
15
The skills, styles and methods of communicating difficult, complex and sensitive messages.
16
The environments that are most appropriate for communicating difficult, complex and sensitive messages.
17
Where, why and how to access permissions to access records and reports.
18
The difference between fact, opinion and judgement and why it is important when recording and reporting information about  individuals.
19
How to, and why you need to complete records accurately, completely and in ways that can be understood by those who need to access and use the records and reports.


Unit AB6 (DK4R 04)
Promote Effective Communication with, for and about Individuals
	
	
	Knowledge and Understanding for the whole Unit


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	19

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit AB6 (DK4R 04)
Promote Effective Communication with, for and about Individuals
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit HI1 (F33C 04)
Plan, Implement and Manage the Sharing of Knowledge and Good Practice to Inform Innovation and Improve Service Delivery
Unit Summary
This Unit is about sharing knowledge and good practice both within organisations and between organisations to inform and improve practice and service delivery. It will also assist managers to overcome barriers and obstacles to the sharing of knowledge and good practice to the benefit of the sector. It is aimed at helping managers to identify areas of good practice within their own areas of responsibility and sharing this with others. It is also aimed at helping managers to learn from the experience of others and be open to ideas generated outside their own organisation which could be used, modified or adapted within their own work context to improve practice and service delivery. The Unit encourages managers to review the sharing of good practice within their own organization, ie encouraging the development of a ‘learning organisation’. It also supports and underpins partnership working.
Target Group

The Unit is suitable for all managers.

Linked Units

This Unit is linked to but distinct from Skills for Justice Unit HF14: Plan, Implement and Manage Systems for the Exchange of Sensitive Information, Data and Intelligence.

Unit HI1 (F33C 04)
Plan, Implement and Manage the Sharing of Knowledge and Good Practice to Inform Innovation and Improve Service Delivery
Skills:

· communicating

· negotiating

· involving others

· consulting

· planning

· reviewing

· networking

· problem solving

· analysing

· monitoring

· decision making

· prioritising

· managing information

· reflecting
Unit HI1 (F33C 04)
Plan, Implement and Manage the Sharing of Knowledge and Good Practice to Inform Innovation and Improve Service Delivery
	Performance Criteria

To meet the standard, you:
1
Identify reasons for sharing knowledge and good practice to improve service delivery and share with others in the organisation.
2
Continuously review processes and practice within own area of responsibility and evaluate their value and potential for transferability to other settings internally and externally.
3
Research known relevant benchmarks of good practice and assess identified own good practice against them.
4
Identify and use any existing knowledge sharing arrangements within own organisation.
5
Communicate arrangements for sharing good practice with relevant decision makers in the organisation and gain their agreement and commitment to the process.
6
Create and take opportunities to develop arrangements to share knowledge and good practice with internal and external stakeholders.
7
Identify and take opportunities to access knowledge on good practice from sources external to the organisation that may inform own practice.
	8
Evaluate knowledge received in the context of own management and operational area, and check for validity and transferability.
9
Use knowledge received to inform and improve own and organisational practice and service delivery.
10
Carry out an audit of own organisation to review knowledge assets and sharing processes with a view to identifying organisational good practice that could be shared with others within own area of responsibility.
11
Identify inadequacies in knowledge assets and ways of correcting them and create opportunities to improve the knowledge assets and knowledge sharing processes within own organisation.
12
Promote the value of sharing knowledge and good practice to enhance organisational practice and service delivery to stakeholders.
13
Ensure that the knowledge exchange/sharing process complies with organisational protocols and procedures and all legal and ethical requirements.


Unit HI1 (F33C 04)
Plan, Implement and Manage the Sharing of Knowledge and Good Practice to Inform Innovation and Improve Service Delivery
	Behaviours which underpin effective performance

To meet the standard, you:
1
Constantly seek to review own and organisational performance to identify good practice which can be shared with others.

2
Communicate and promote the reasons for sharing good practice with others both inside and out with the organisation to facilitate the exchange process.

3
Find practical ways to overcome internal and external barriers to the exchange process.

4
Comply with and ensure that others comply with legal requirements, organisational policies and professional codes of practice, including those relating to intellectual property.

5
Make use of good practice from others, both internal and external to the organisation, to improve own service delivery.

6
Seek and create opportunities to use good practice from others to improve the service delivery of the organisation.

7
Seek and create opportunities to share own good practice with others.

8
Operate within the boundaries of your own role and responsibility.

9
Construct opportunities for value added relationships.


Unit HI1 (F33C 04)
Plan, Implement and Manage the Sharing of Knowledge and Good Practice to Inform Innovation and Improve Service Delivery
	Knowledge and Understanding

To meet the standard, you need to know and understand:
1
Reasons for sharing knowledge of good practice with others.
2
Ways of benchmarking good practice and why this is important.
3
Why it is important to consider whether knowledge being shared is transferable.
4
What a knowledge asset is and why they are important to the business.
5
The value of sharing knowledge and good practice with others to enhancing the knowledge asset of the business and bringing added value and why it is important to promote the benefits to others.
6
How to conduct a knowledge audit.
7
The contribution that sharing knowledge and good practice makes to the continuous quality improvement of service delivery.
8
Legal requirements and Codes of Practice relating to sharing knowledge across the Justice Sector.
	Evidence Requirements
1
Simulation is not allowed within this Unit.

2
You must practically demonstrate in your work that you have met the standard for planning, implementing and managing the sharing of knowledge and good practice to inform innovation and improve service delivery. This includes all of the performance criteria, behaviours, knowledge and understanding.




Unit HI1 (F33C 04)
Plan, Implement and Manage the Sharing of Knowledge and Good Practice to Inform Innovation and Improve Service Delivery
	
	
	Performance Criteria 


	Behaviours which underpin effective performance

	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	1
	2
	3
	4
	5
	6
	7
	8
	9

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit HI1 (F33C 04)
Plan, Implement and Manage the Sharing of Knowledge and Good Practice to Inform Innovation and Improve Service Delivery
	
	
	Knowledge and Understanding

	Evidence

Requirements

	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	1
	2

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


Unit HI1 (F33C 04)
Plan, Implement and Manage the Sharing of Knowledge and Good Practice to Inform Innovation and Improve Service Delivery
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit BD1 (F12P 04)
Prepare and Set up Mediation (ENTO AG 8)

The Unit has the following Elements:
Element 1
Establish the appropriateness of the mediation process with each party

Element 2
Agree the conditions and boundaries of mediation with parties

Unit Summary
This Unit is about establishing the appropriateness of mediation and agreeing conditions with the parties. 

The first Element covers ensuring parties understand the role, function and principles of mediation and establishing commitment to the process, the second element focuses on agreeing the mediation model and conditions, and establishing the nature of the issues for mediation. In order to achieve this Unit, candidates will need to show that they can: explain the purpose, principles and limits of mediation; encourage parties to ask questions and express their feelings and concerns; be impartial and non-directive with parties; establish commitment to the mediation process; and consider alternative options where mediation is inappropriate.

Target Group

Specialist mediators who mediate between parties, particularly in relation to community mediation.

This Unit is taken from ENTO where it appears as unit AG28. Although it has been tailored slightly for the community justice sector, it provides credit transfer.
Unit BD1 (F12P 04)
Prepare and Set up Mediation (ENTO AG 8)

Element BD1.1
Establish the appropriateness of the mediation process with each party

	Performance Criteria

To meet the standard, you:
1
Explain clearly to the parties the purpose of the mediation process at a pace, and using language, which is appropriate to them.
2
Explain the principles of mediation and apply them throughout the process. 

3
Explain realistically and objectively the potential and limitations of mediation.
4
Check each party’s understanding and where necessary clarify information. 

5
Treat parties in an impartial and non-directive manner which promotes co-operation and the positive use of mediation. 

6
Encourage parties to ask questions and seek clarification in order to help them to decide on the appropriateness of mediation for their situation.
7
Invite parties to express their feelings and concerns about the mediation process. 

8
Establish each party’s commitment to the mediation process.
9
consider alternative options in situations where mediation or the worker as the mediator are inappropriate.

	Range
Establishing commitment is likely to involve 

1a
encouraging parties’ informed decisions and autonomy 

1b
reviewing other options 

Alternative options might include 

2a
referral to other agencies 

2b
referral to other mediators
Explanatory Notes

Performance Criterion 4: The worker will need to check parties’ understanding from time to time, and help them to fully understand the information they are giving them. Clarifying information may include rephrasing some of the information. 




Unit BD1 (F12P 04)
Prepare and Set up Mediation (ENTO AG 8)
Element BD1.1
Establish the appropriateness of the mediation process with each party
	
	
	Performance Criteria 


	Range


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	1a
	1b
	2a
	2b

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit BD1 (F12P 04)
Prepare and Set up Mediation (ENTO AG 8)
Element BD1.1
Establish the appropriateness of the mediation process with each party
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit BD1 (F12P 04)
Prepare and Set up Mediation (ENTO AG 8)

Element BD1.2
Agree the conditions and boundaries of mediation with parties
	Performance Criteria

To meet the standard, you:
1
Identify and devise strategies to bring parties in dispute to the mediation process. 

2
Agree and obtain parties’ informed consent to the proposed mediation model and conditions.

3
Establish the principle of balanced participation of both parties and agree methods of ensuring this balance is maintained throughout the process. 

4
Establish the nature and appropriateness of issues for mediation.

5
Explain and clarify their role and how impartiality will be maintained. 

6
Explain how mediation relates to the legal position of each party. 

7
Ensure, as far as they are able, that the location and venue for mediation are appropriate.


	Range
The conditions of mediation will include 

1a
number and lengths of sessions 

1b
mediation model adopted 

1c
options for the degree of mediator involvement in the process 

1d
complaints procedure 

1e
voluntary participation 

In considering the appropriateness of the location and venue the worker will need to take into account 

2a
location and size of rooms 

2b
arrangement of furniture 

2c
physical comfort 

2d
neutrality of the venue 

2e
safety 

2f
practicality 

2g
accessibility




Unit BD1 (F12P 04)
Prepare and Set up Mediation (ENTO AG 8)
Element BD1.2
Agree the conditions and boundaries of mediation with parties
	
	
	Performance Criteria 


	Range


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	1a
	1b
	1c
	1d
	1e
	2a
	2b
	2c
	2d
	2e
	2f
	2g

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit BD1 (F12P 04)
Prepare and Set up Mediation (ENTO AG 8)
Element BD1.2
Agree the conditions and boundaries of mediation with parties
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit BD1 (F12P 04)
Prepare and Set up Mediation (ENTO AG 8)
	Knowledge and Understanding for the whole Unit
To meet the standard, you need to know and understand:

Policy and principles 
1
Mediation and ethical principles and codes of practice.
2
Principles of good practice in relation to equality of opportunity.
3
The worker’s agency’s equal opportunities policy and code of practice

4
Principles of, and the worker’s agency’s policy on, confidentiality.

Theory and research 

5
Models and structures of mediation.
6
Negotiation.
7
The process of conflict and ways of managing it.

Methods and procedures 
8
Methods and processes of negotiating.
9
Methods and processes of communication.
10
Ways of managing conflict.
11
Ways of distinguishing between positions, needs and interests of parties.
12
Ways of identifying when and how parties’ feelings are becoming destructive.
13
Ways of managing transition in the mediation process.
14
Sources of, and procedures for, referral.
	Legislation 
15
Equal opportunities, health and safety.

Information

16
Codes of practice and manuals describing recommended practice in mediation.
17
The legal context in which mediation may operate.
18
Culturally specific needs of the parties which affect participation in the mediation process.

Self awareness 
19
The worker’s own role and responsibility as mediator.
20
The potential effect of the worker’s values, beliefs and behaviour in work with parties.



Unit BD1 (F12P 04)
Prepare and Set up Mediation (ENTO AG 8)

	
	
	Knowledge and Understanding for the whole Unit


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	19
	20

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit BD1 (F12P 04)
Prepare and Set up Mediation (ENTO AG 8)

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit BD2 (F133 04)
Stage the Mediation Process (ENTO AG 29)
The Unit has the following Elements:

Element BD2.1
Establish the issues for each party

Element BD2.2
Explore issues with the parties

Element BD2.3
Assist in the identification and evaluation of potential options

Element BD2.4
Build and secure agreements between parties
Unit Summary
This Unit is about carrying out the stages of mediation: exploring issues with the parties; enabling parties to develop and work towards options and securing agreements between parties. 

The first Element focuses on identifying and discussing issues. The second element covers exploring issues and needs with the parties. This includes managing differences of position, dealing constructively with the demonstration of feelings and emotions, encouraging parties to recognise each other’s perspective and establishing common ground. Element 3 focuses on exploring a range of options with the parties and assisting them to consider the implications, consequences and practicalities of options. The last Element covers securing agreements between parties. This includes establishing the criteria for agreements, considering potential for compromise and agreeing the conditions, method of implementing the agreement and responsibilities of each party.

Target Group

Specialist mediators who mediate between parties, particularly in relation to community mediation.

This Unit is taken from the ENTO suite where it appears as Unit AG29. Although it has been tailored slightly for the community justice sector, it provides credit transfer.
Unit BD2 (F133 04)
Stage the Mediation Process (ENTO AG 29)
Element BD2.1
Establish the issues for each party
	Performance Criteria

To meet the standard, you:
1
Allow each party sufficient uninterrupted time to express their feelings and concerns. 

2
Check and confirm with each party that the information obtained is accurate. 

3
Identify issues and agree with parties those issues which will form the agenda for discussion. 

4
Discuss issues in an order that gives the maximum chance for progress to be made. 

5
Consider alternative options where the concerns of the parties cannot be met through mediation or the worker as the mediator.

	Range
In facilitating parties to express their concerns and issues the worker needs to use a range of interventions such as: 

1a
open and focused questioning 

1b
clarifying 

1c
summarising 

1d
checking assumptions 

1e
challenging in a constructive way 

1f
active listening 

1g
rephrasing 

1h
encouraging parties to be assertive 

Alternative options might include: 

2a
referral to other agencies 

2b
referral to other mediators 




Unit BD2 (F133 04)
Stage the Mediation Process (ENTO AG 29)
Element BD2.1
Establish the issues for each party
	
	
	Performance Criteria 


	Range


	 No
	Description of evidence
	1
	2
	3
	4
	5
	1a
	1b
	1c
	1d
	1e
	1f
	1g
	1h
	2a
	2b

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit BD2 (F133 04)
Stage the Mediation Process (ENTO AG 29)
Element BD2.1
Establish the issues for each party
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit BD2 (F133 04)
Stage the Mediation Process (ENTO AG 29)
Element BD2.2
Explore issues with the parties

	Performance Criteria

To meet the standard, you:
1
Facilitate the gathering and exchanging of information between parties.
2
Respect and manage differences of position.
3
Facilitate and manage the demonstration of emotions and feelings, to allow the mediation process to move forward.
4
Encourage parties to acknowledge each other’s perspective. 

5
Establish common ground where agreement is possible. 

6
Clarify and respect issues of confidentiality. 
	Range
In facilitating the gathering and exchange of information, the worker needs to use a range of interventions such as: 

1a
open and focused questioning 

1b
summarising 

1c
checking assumptions 

1d
challenging in a constructive way 

1e
active listening 

1f
rephrasing 

1g
encouraging parties to be assertive 

In facilitating and managing the expression of emotions and feelings the worker needs to use a range of interventions such as: 

2a
responding to body language 

2b
acknowledging the feelings and needs of the individual and the different ways in which they might manifest them 




Unit BD2 (F133 04)
Stage the Mediation Process (ENTO AG 29)
Element BD2.2
Explore issues with the parties
	
	
	Performance Criteria 


	Range

	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	1a
	1b
	1c
	1d
	1e
	1f
	1g
	2a
	2b

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit BD2 (F133 04)
Stage the Mediation Process (ENTO AG 29)
Element BD2.2
Explore issues with the parties
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit BD2 (F133 04)
Stage the Mediation Process (ENTO AG 29)
Element BD2.3
Assist in the identification and evaluation of potential options
	Performance Criteria

To meet the standard, you:
1
Ensure that the timing for exploring options and proposals is appropriate to the progress made in the mediation process. 

2
Reassure parties about confidentiality and the safety and security of discussing options.
3
Help parties to create and develop potential options. 

4
Focus discussions primarily on future possibilities rather than on past events.
5
Ensure that parties consider as full a range of options as possible.
6
Facilitate parties in exploring and evaluating the implications, consequences and practicalities of the options. 

7
Help to develop further options where progress cannot be made.

	Range
In facilitating parties to explore and evaluate options the worker needs to use a range of interventions such as: 

1a
redefining issues in a mutual rather than exclusive way 

1b
showing understanding of constituent needs and interests 

1c
focusing on important issues 

1d
encouraging development of autonomy and ownership of outcomes 

1e
encouraging parties 

1f
respecting the roles of individuals 

1g
identifying key works and phrases which indicate potential for movement and change 


Unit BD2 (F133 04)
Stage the Mediation Process (ENTO AG 29)
Element BD2.3
Assist in the identification and evaluation of potential options
	
	
	Performance Criteria 


	Range

	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	1a
	1b
	1c
	1d
	1e
	1f
	1g

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit BD2 (F133 04)
Stage the Mediation Process (ENTO AG 29)
Element BD2.3
Assist in the identification and evaluation of potential options
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit BD2 (F133 04)
Stage the Mediation Process (ENTO AG 29)
Element BD2.4
Build and secure agreements between parties
	Performance Criteria

To meet the standard, you:
1
Ensure that any agreement is the result of a joint decision between parties.
2
Agree the criteria for the agreement with the parties.
3
Get responses from the parties to the options being discussed. 

4
Get alternative suggestions when necessary. 

5
Suggest ways in which gaps between the position of each party can be narrowed.
6
Identify and build on moments when decisions on options can be made. 

7
Identify and build on potential for compromise between the parties.
8
Check the basis of an agreement with the parties in order to ensure ownership.
9
Agree with the parties the conditions and method of implementing the agreement.
10
Record agreements in a suitable form.
	Range
Criteria for agreements are likely to include: 

1a
outcomes which meet the needs of both parties 

1b
freedom from coerced outcome 

1c
willingness to implement agreed outcomes 

1d
practicability of outcomes and likelihood of implementation 

1e
resolution of issues rather than their avoidance or partial resolution 

Explanatory Notes

Throughout the Element, in building and securing agreements, the worker will need to use a range of interventions such as: identifying key words and phrases which indicate the potential for movement and change; showing understanding of constituent needs; respecting the roles of individuals; focusing on important issues; focusing on autonomy and ownership of outcomes; checking parties’ understanding of agreements; emphasising the benefits of reaching an agreement and the continuing problems if no agreement is reached. 
Performance Criterion 7: Compromises could involve new creative solutions (eg new options). 
Performance Criterion 9: The conditions and method of implementing the agreement must include the responsibilities of each party. 


Unit BD2 (F133 04)
Stage the Mediation Process (ENTO AG 29)
Element BD2.4
Build and secure agreements between parties
	
	
	Performance Criteria 

	Range

	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	1a
	1b
	1c
	1d
	1e

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit BD2 (F133 04)
Stage the Mediation Process (ENTO AG 29)
Element BD2.4
Build and secure agreements between parties
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit BD2 (F133 04)
Stage the Mediation Process (ENTO AG 29)
	Knowledge and Understanding for the whole Unit

To meet the standard, you need to know and understand:

Policy and principles
1
Mediation and ethical principles and codes of practice.
2
Principles of good practice in relation to equality of opportunity.
3
The worker’s organisation’s equal opportunities policy and code of practice.
4
Principles of, and the worker’s organisation’s policy on, confidentiality.

Theory and research 

5
Models and structures of mediation.
6
Negotiation.
7
The process of conflict and ways of managing it.

Methods and procedures 

8
Methods and processes of negotiating.
9
Methods and processes of communication.
10
Ways of managing conflict.
11
Ways of distinguishing between positions, needs and interests of parties.
12
Ways of identifying when and how parties’ feelings are becoming destructive.
13
Ways of managing transition in the mediation process.
14
Sources of, and procedures for, referral.

	Legislation 

15
Equal opportunities.
16
Health and safety.

Information 

17
Codes of practice and manuals describing recommended practice in mediation.
18
The legal context in which mediation may operate.
19
External factors, including legal principles which may affect options considered.

Self-awareness 

20
The worker’s own role and responsibility as mediator

21
The potential effect of the worker’s values, beliefs and behaviour in work with parties




Unit BD2 (F133 04)
Stage the Mediation Process (ENTO AG 29)
	
	
	Knowledge and Understanding for the whole Unit


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	19
	20
	21

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit BD2 (F133 04)
Stage the Mediation Process (ENTO AG 29)
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EA1 (F29G 04)
Obtain Information from Offenders Regarding their Behaviour 

The Unit has the following Elements:

Element EA1.1
Prepare for a discussion with the individual

Element EA1.2
Obtain and verify information about the individual’s offending behaviour
Element EA1.3
Obtain information from individuals about their offending behaviour

Element EA1.4
Close discussions and record information regarding individuals

Unit Summary

This standard is about obtaining, verifying and recording information from offenders regarding their behaviour. Information needs to focus upon the cause of the offending behaviour, the individual’s views of their behaviour, and the consequences of the offending behaviour. The information obtained needs to be verified towards informing decision-making.
Target Group

This standard is applicable to those with responsibility for obtaining, recording and verifying information from individuals relating to their offending behaviour. For example, the information may be needed for risk assessment (ie assessing the individuals’ risk of reoffending, risk of harming others, and their risk of vulnerability), pre-sentence reports, decisions relating to bail, planning community and custodial sentences, planning other programmes, court and panel reports and progress reports.

This standard was developed by Skills for Justice.

Unit EA1 (F29G 04)
Obtain Information from Offenders Regarding their Behaviour 

	Element EA1.1 
Prepare for a discussion with the individual
Performance Criteria
To meet the standard, you:

1
Identify and review the circumstances of the individual, determining their personal circumstances, including any relevant care history, any known or potential risk factors and their likely motivation to provide information.
2
Establish, where the information is available, the individual’s attitude to offending, their motivation to change, self-perception, and their reasoning abilities.
3
Identify the need for an interpreter, and where necessary, make the relevant arrangements.
4
Identify the information which needs to be gathered.
5
Make arrangements for meeting the individual which are consistent with the priority of the situation, and which include the appointment time and length, its location, and identifying and confirming relevant details with others who need to be present.
6
Make sure that those involved are aware of the nature of the information that you are seeking and your purpose in seeking it.

	


Unit EA1 (F29G 04)
Obtain Information from Offenders Regarding their Behaviour 

Element EA1.1
Prepare for a discussion with the individual
	
	
	Performance Criteria



	 No
	Description of evidence
	1
	2
	3
	4
	5
	6

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Unit EA1 (F29G 04)
Obtain Information from Offenders Regarding their Behaviour 
Element EA1.1
Prepare for a discussion with the individual
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EA1 (F29G 04)
Obtain Information from Offenders Regarding their Behaviour 
Element EA1.2
Obtain and verify information about the individual’s offending behaviour

Performance Criteria
To meet the standard, you:

1
Seek information relevant to the individual’s offending behaviour, including their personal circumstances, motivation, reasoning skills, and the impact of the behaviour upon the individual and others.
2
Explain clearly and accurately your role and responsibility to those from whom you wish to obtain the information.
3
Explain clearly the information which is sought, the reasons for the request and how it will be used, including who will have access to it, taking into account requirements for confidentiality.
4
Communicate in a manner which encourages an open exchange of views and information, and which is designed to develop rapport and which acknowledges their role, and area of expertise.
5
Summarise the information obtained, confirming that it is relevant, accurate and current, and that you have interpreted it correctly.
6
Agree a schedule for the provision of any further information required.
7
Verify information provided through corroboration against other available sources, identifying any conflicts or anomalies in the information provided.
8
Address correctly and promptly any conflicts or anomalies in the information provided.
9
Seek advice and support promptly, where appropriate.
Unit EA1 (F29G 04)
Obtain Information from Offenders Regarding their Behaviour 

Element EA1.2
Obtain and verify information about the individuals’ offending behavior

	
	
	Performance Criteria 



	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


Unit EA1 (F29G 04)
Obtain Information from Offenders Regarding their Behaviour 
Element EA1.2
Obtain and verify information about the individuals’ offending behaviour
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EA1 (F29G 04)
Obtain Information from Offenders Regarding their Behaviour
Element EA1.3
Obtain information from individuals about their offending behaviour

	Performance Criteria
To meet the standard, you:
1
Explain clearly and accurately your role and responsibility to the individual.
2
Explain clearly the information being sought and the reasons for seeking it.
3
Explain what kind of information you may have to share with others and what may happen as a result.
4
Obtain, where appropriate, the individual’s consent to the process.
5
Communicate throughout the process in a manner which is appropriate to the individual, which encourages an open exchange of views and information, and which is free from discrimination and oppression.
6
Advise individuals to explore their behaviour, its impact upon others, and any patterns associated with it, and their beliefs and attitudes about themselves and others.
7
Identify the individual’s personal circumstances, including those people and relationships significant to the individual, details of their accommodation, their educational experience and achievements, their physical and mental health, and the use of drugs and alcohol by the individual.

	8
Identify whether the individual has any experience of violence, discrimination, oppression, abuse or other traumatic events.
9
Determine, where relevant, the relationship of the individual to their victims.
10
Challenge attitudes and behaviour which are aggressive, abusive or discriminatory, while taking account of personal safety.

11
Instruct the individual to take responsibility for their behaviour.
12
Verify the information provided through corroboration against that available already, identifying and checking any conflicts or anomalies in the information provided.
13
Identify and address promptly, where relevant, any risk factors identified which require immediate action.
14
Seek advice and support promptly when team discussion and supervision are appropriate.




Unit EA1 (F29G 04)
Obtain Information from Offenders Regarding their Behaviour
Element EA1.3
Obtain information from individuals about their offending behaviour
	
	
	Performance Criteria 


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EA1 (F29G 04)
Obtain Information from Offenders Regarding their Behaviour
Element EA1.3
Obtain information from individuals about their offending behaviour
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EA1 (F29G 04)
Obtain Information from Offenders Regarding their Behaviour
Element EA1.4
Close discussions and record information regarding individuals

	Performance Criteria
To meet the standard, you:
1
Explain to the individual what will happen next and, where possible, obtain their consent to the course of action.
2
Explain what information will be recorded and with whom it will be shared.
3
Identify what the individual hopes to achieve in order to reach the best possible and fair conclusion.
4
Encourage questions, check and confirm understanding.
5
Distinguish clearly between facts and opinions.
6
Structure information in ways which will allow others to use it readily.
7
Maintain accurate and up-to-date records, in line with your organisation’s requirements.
8
Make information available promptly and readily to those who are entitled and need to see it.
9
Maintain the confidentiality of information, consistent with the requirements of legislation and organisational policy.



Unit EA1 (F29G 04)
Obtain Information from Offenders Regarding their Behaviour 

Element EA1.4
Close discussions and record information regarding individuals
	
	
	Performance Criteria


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


Unit EA1 (F29G 04)
Obtain Information from Offenders Regarding their Behaviour 
Element EA1.4
Close discussions and record information regarding individuals
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EA1 (F29G 04)
Obtain Information from Offenders Regarding their Behaviour 

	Knowledge and Understanding for the whole Unit
To meet the standard, you need to know and understand:
Legislative, regulatory and organisational requirements
1
Legal and organisational requirements which relate to obtaining and verifying information from offenders regarding their behaviour, and their impact for your area of operations. 

2
Legislation, policies and procedures relating to data protection, health and safety, diversity and their impact for your area of operations.

3
The role of your organisation and the services which it provides in relation to assessing the behaviour of offenders.

4
The organisation’s policy and procedures regarding confidentiality of information and the disclosure of information to third parties, and the specific circumstances under which disclosure may be made.

5
The limits of your authority and responsibility, and the actions to take if these are exceeded.

Working within the community justice sector

6
The types of information required towards assessing offending behaviour and associated risk and protective factors.

7
The importance of verifying the information received from individuals and methods for doing this.


	8
The difference between fact and opinion, their relative advantages and disadvantages, and the importance of distinguishing between fact and opinion.

9
The ways in which an individual’s culture and gender may influence practice.

10
The impact of crime on victims and their need for protection, respect, recognition and information.

11
Factors which influence an individual’s behaviour, including their physical, social, psychological and emotional development.

12
Relevant research into the relationship between known factors which influence offending behaviour and the evidence of effective practice in tackling these factors.

13
Current definitions of risk and the purpose of risk assessment and management.

14
The ways in which stereotyping and discrimination might affect risk assessment and how to guard against this.

15
The ways in which it is necessary to alter communication when working with different individuals and representatives of different organisations.




 Unit EA1 (F29G 04)
Obtain Information from Offenders Regarding their Behaviour 

	
	
	Knowledge and Understanding for the whole Unit



	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EA1 (F29G 04)
Obtain Information from Offenders Regarding their Behaviour 

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EA8 (F9PW 04)
Assess Individuals for the Principal Types and Levels of Risk Associated with their Problematic Behaviour 
The Unit has the following Elements:

Element 1
Gather information regarding the individual and their circumstances
Element 2
Assess the information, identifying risk and protective factors

Element 3
Agree the individual’s needs from appropriate interventions

Unit Summary
This Unit is about assessing the risks associated with an individual’s problematic behaviour as part of managing these risks in preventing the offending and/or reoffending of individuals. It includes involving the individual, wherever possible, in the assessment, and in agreeing the consequent factors and needs to be addressed.

Where an assessment tool is used, this can be paper-based and/or electronic.

For the purposes of these standards ‘risk’ is taken to mean, ‘the probability that an event or behaviour carrying the possibility of an adverse or negative outcome will occur’, (Kemshall, 1998). In addition, within youth justice, the Youth Justice Board defines risk in terms of the risk of:

1 re-offending

2 harm to others

3 vulnerability, including the risk of harm to the person by themselves, or from others

The resultant outcomes will then inform the development and implementation of appropriate intervention plans, activities which are addressed in related Units of national occupational standards.

Target Group

This Unit is applicable to those with responsibility for undertaking risk-led assessments of individuals as part of managing their risk of offending/reoffending
Unit EA8 (F9PW 04)
Assess Individuals for the Principal Types and Levels of Risk Associated with their Problematic Behaviour 
Element 1 
Gather information regarding the individual and their circumstances
	Performance Criteria
To meet the standard, you:
1
Describe clearly and accurately your role and responsibility to the individual, explaining the information being sought, the reasons for seeking it, and with whom it may be shared.

2
Identify the individual’s relevant circumstances, including their living arrangements and environment, family and personal situation, education/ employment situation, physical and mental health, and their attitudes, beliefs and motivation.

3
Explore the individual’s own perception regarding their situation and behaviour, including its impact for themselves and others.

4
Collect available information regarding the individual, their circumstances and behaviour, from a variety of sources, including factual and clinical data wherever possible.

5
Obtain verification and/or corroboration for the information, wherever possible.

6
Communicate in a manner, and at a pace, appropriate to the individual, and which is free from discrimination and oppression.


	7
Maintain clear and accurate records, setting out details of the individual’s relevant circumstances, patterns of behaviour, and possible key triggers of their risk-related behavior.



Unit EA8 (F9PW 04)
Assess Individuals for the Principal Types and Levels of Risk Associated with their Problematic Behaviour
Element 1 
Gather information regarding the individual and their circumstances

	
	
	Performance Criteria 


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Unit EA8 (F9PW 04)
Assess Individuals for the Principal Types and Levels of Risk Associated with their Problematic Behaviour
Element 1 
Gather information regarding the individual and their circumstances
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EA8 (F9PW 04)
Assess Individuals for the Principal Types and Levels of Risk Associated with their Problematic Behaviour
Element 2 
Assess the information, identifying risk and protective factors

	Performance Criteria
To meet the standard, you:
1
Determine the rating of potential risk factors from the assessment tool, providing evidence to show the basis for your decision, and to explain the strength and nature of the link between a factor and the likelihood of offending/reoffending.
2
Assess the relevant factors, including the individual’s living arrangements and environment, family and personal situation, education/ employment situation, physical and mental health, and their attitudes, beliefs and motivation.
3
Use your professional judgement to assess the significance of both the total score to determine the likelihood of offending/reoffending, and of scores for particular sections, to identify priority areas for interventions.
4
Identify correctly the nature of the individual’s potential risk of harm to others, or to themselves.
5
Determine correctly the likely outcome(s) of the risks identified, including whether there is a likelihood of offending/reoffending, whether the individual is vulnerable to harm, and/or there is a risk of serious harm to others.
6
Determine the factors likely to be contributing to the causes of the individual’s problematic behaviour.
	7
Identify the factors that may trigger the problematic behaviour.
8
Determine those factors that might help to reduce, or prevent the problematic behaviour.
9
Identify any life events, or circumstances which may mean that the individual is particularly vulnerable.
10
Identify correctly where additional assessments are required, and make the appropriate arrangements promptly, recording your reasons for the additional requirement clearly.
11
Ensure that your risk assessment is placed in the context of the individual’s circumstances, and is defensible.
12
Complete the appropriate assessment tool fully and correctly, maintaining clear and accurate records, setting out the risks and protective factors identified, the likelihood of the behaviour/situation recurring and the likely imminence of such an event.



Unit EA8 (F9PW 04)
Assess Individuals for the Principal Types and Levels of Risk Associated with their Problematic Behaviour
Element 2 
Assess the information, identifying risk and protective factors

	
	
	Performance Criteria


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EA8 (F9PW 04)
Assess Individuals for the Principal Types and Levels of Risk Associated with their Problematic Behaviour
Element 2 
Assess the information, identifying risk and protective factors
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EA8 (F9PW 04)
Assess Individuals for the Principal Types and Levels of Risk Associated with their Problematic Behaviour
Element 3 
Agree the individual’s needs from appropriate interventions

	Performance Criteria
To meet the standard, you:
1
Involve the individual in the risk assessment, explaining the tool used and the rationale for the resultant ratings.
2
Explain clearly to the individual the impact of the risk and protective factors identified on their problematic behaviour.
3
Explain the identified triggers of their problematic behaviour, and actions that might be appropriate towards addressing these.
4
Identify and agree with the individual those areas of risk to be targeted, and agree objectives to be addressed in a subsequent intervention plan.
5
Identify and record any external and internal controls that need to be implemented.
6
Identify and agree those protective factors to be strengthened.
7
Ensure that your analysis is justified and defensible, with a clear rationale for your conclusions, associated recommendations and subsequent plans.
8
Ensure that procedures are in place to monitor and review the assessed risk, with a frequency appropriate to the level of risk identified.

	9
Alert relevant persons promptly where you identify real and particular concerns regarding the risk of harm by the individual to others and/or themselves.
10
Provide your report, including all relevant information, promptly to the relevant person(s).



Unit EA8 (F9PW 04)
Assess Individuals for the Principal Types and Levels of Risk Associated with their Problematic Behaviour
Element 3 
Agree the individual’s needs from appropriate interventions

	
	
	Performance Criteria


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


Unit EA8 (F9PW 04)
Assess Individuals for the Principal Types and Levels of Risk Associated with their Problematic Behaviour
Element 3 
Agree the individual’s needs from appropriate interventions
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EA8 (F9PW 04)
Assess Individuals for the Principal Types and Levels of Risk Associated with their Problematic Behaviour
	Knowledge and Understanding for the whole Unit
To meet the standard, you need to know and understand:
1
Legislation, organisational requirements and guides relevant to undertaking risk-led assessment.

2
The relevant assessment tool(s) and how to complete these.

3
The information required towards making an assessment of individuals, appropriate to managing their risk of offending/reoffending.

4
The principles of risk-led practice based upon specific descriptions of risk in terms of behaviour and circumstances.

5
Approaches to risk assessment, how to use these and their relative advantages and disadvantages.

6
Sources of relevant information regarding individuals and how to access these.

7
Methods of verifying and corroborating the information required.

8
How to distinguish between directly observed evidence, evidence from reliable sources and hearsay.

9
How to distinguish between prejudice and opinions that are backed by evidence.

10
Factors influencing the vulnerability of individuals.

11
Types of vulnerability, or levels of harm, used in assessing risk, their indicators and how to determine these.


	12
Key risk factors for serious offending, including the number of previous convictions, the nature of any current offence, patterns of harmful behaviour, and drug/alcohol abuse.

13
Circumstances requiring additional assessments and how to arrange these.

14
Circumstances where cases are considered to be of a very high risk, requiring a structured and detailed risk management plan, and how to progress such a plan.

15
Multi-agency arrangements including their definitions and associated actions.




Unit EA8 (F9PW 04)
Assess Individuals for the Principal Types and Levels of Risk Associated with their Problematic Behaviour
	
	
	Knowledge and Understanding for the whole Unit


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EA8 (F9PW 04)
Assess Individuals for the Principal Types and Levels of Risk Associated with their Problematic Behaviour
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EC1 (F29H 04)
Help Individuals Address Their Offending Behaviour
The Unit has the following Elements:
Element EC1.1
Help individuals to understand their offending behaviour and associated risks
Element EC1.2
Help individuals to change their behaviour positively
Unit Summary
This Unit is about helping individuals who have offended, or are likely to offend, to understand and change their behaviour positively. The worker needs to challenge individuals’ behaviour and provide support and encouragement for change. They need to recognise the complex range of factors which may lead to offending and be able to help individuals value themselves and others. Such work may take place opportunistically during ongoing contact with the individual or occur during more formal interventions.
Target Group

This Unit is applicable across the community justice sector. It is relevant to all workers who help individuals to address their behaviour and the risks of offending, but who do not hold case management responsibility.

This Unit has been created by Skills for Justice.
Unit EC1 (F29H 04)
Help Individuals Address Their Offending Behaviour
Element EC1.1
Help individuals to understand their offending behaviour and associated risks
	Performance Criteria
To meet the standard, you: 
1
Communicate with individuals throughout the process in a manner which: 

· is appropriate to them 

· encourages an open exchange of views and information 

· minimises any constraints to communication 

· is free from discrimination and oppression 

2
Encourage individuals to: 

· reflect on their behaviour, its consequences and the risks associated with it 

· talk about those aspects of their behaviour which concern them 

· ask any necessary questions 

· identify their own priorities in relation to their behaviour 

· recognise their potential for change 

3
Offer information and advice: 

· on the advantages of positive change 

· which is relevant to the individuals’ interests 

· in a manner which recognises the complexity of the situation 

4
Challenge constructively attitudes and behaviour which are abusive, aggressive or discriminatory while taking account of personal safety.

	5
Give immediate, focused and constructive feedback to individuals on positive changes in their attitudes and behaviour.

6
Complete records accurately and clearly and store them according to agency requirements.
7
Seek advice and support promptly when team discussion and supervision are appropriate.
Range
Communicate through: 

1a
speech and language 

1b
actions, gestures and body language 

1c
space and position 

Risks to: 

2a
the public, including actual and potential victims of crime and people significant to the individual 

2b
people working with the individual 

2c
the individual him/herself 

2d
property 

Support may be: 

3a
formal 

3b
informal




Unit EC1 (F29H 04)
Help Individuals Address Their Offending Behaviour
Element EC1.1
Help individuals to understand their offending behaviour and associated risks

	
	
	Performance Criteria 
	Range



	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	1a
	1b
	1c
	2a
	2b
	2c
	2d
	3a
	3b

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EC1 (F29H 04)
Help Individuals Address Their Offending Behaviour
Element EC1.1
Help individuals to understand their offending behaviour and associated risks
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EC1 (F29H 04)
Help Individuals Address Their Offending Behaviour
Element EC1.2
Help individuals to change their behaviour positively
	Performance Criteria
To meet the standard, you:
1
Explore with individuals the ways in which they can make positive changes in their behaviour and the implications of such changes.
2
Encourage individuals to: 

· value themselves positively 

· recognise their strengths and ability to change 

· select options which they are able to put into practice and to which they are committed 

· develop realistic and achievable goals 

· identify how and when they should review their progress towards their goals 

3
Clarify with individuals the support available to them.
4
Support individuals in a manner which is consistent with: 

· the individual’s needs. 

· the worker’s role and responsibilities 

· statutory requirements and agency practice

5
Provide constructive feedback to individuals and reinforce positive changes in their behaviour. 

6
Assist individuals to: 

· reflect on their progress and the factors that have contributed to their behaviour change 

· learn from what has happened 


	7
Complete records accurately and clearly and store them according to agency requirements.
8
Communicate information to people who are authorised to have it.
Range
Communicate through: 

1a
speech and language 

1b
actions, gestures and body language 

1c
space and position 

Risks to: 

2a
the public, including actual and potential victims of crime and people significant to the individual 

2b
people working with the individual 

2c
the individual him/herself 

2d
property 

Support may be: 

3a
formal 

3b
informal


Unit EC1 (F29H 04)
Help Individuals Address Their Offending Behaviour
Element EC1.2
Help individuals to change their behaviour positively

	
	
	Performance Criteria 
	Range



	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	1a
	1b
	1c
	2a
	2b
	2c
	2d
	3a
	3b

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EC1 (F29H 04)
Help Individuals Address Their Offending Behaviour
Element EC1.2
Help individuals to change their behaviour positively
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EC1 (F29H 04)
Help Individuals Address Their Offending Behaviour
	Knowledge and Understanding for the whole Unit
To meet the standard, you need to know and understand:

Working with offending behavior

1
The ways in which the physical, social, psychological and emotional development and functioning of individuals affects their behaviour and its associated patterns.

2
How equality and inequality can affect people.

3
The impact of crime on victims and their need for protection, respect, recognition and information.

4
Different ways of encouraging individuals to see the need to change their behaviour and develop the motivation to do so.

5
The obstacles to change which may exist for individuals and methods of overcoming them.

6
Why it is important to help individuals consider the effects of their choices on others and to have ownership of, and be responsible for, the decisions that they make.

7
The evidence for the effectiveness of different ways of supporting individuals to change their behaviour and how they determined that which was most appropriate to use for different individuals.

8
The ways in which it is necessary to alter communication when working with different individuals and representatives of different agencies.

9
The ways in which individual’s culture and gender influence the worker’s practice.

10
How they have applied the principles of equality, diversity and anti-discriminatory practice to their work.


	Working within the community justice sector 

11
The specific legislation (national and European) which relates to the work they undertake and how they have taken this into account in their work.

12
Any particular factors relating to the agency’s policies and practices which have affected the work undertaken.

Working to improve individual practice

13
How they evaluate their own competence when at work and decide when further support and expertise are needed.




 Unit EC1 (F29H 04)
Help Individuals Address Their Offending Behaviour
	
	
	Knowledge and Understanding for the whole Unit


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EC1 (F29H 04)
Help Individuals Address Their Offending Behaviour

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EC2 (B83M 04)
Enable Individuals to Change Their Offending Behaviour
The Unit has the following Elements:
Element EC2.1
Plan interventions to enable individuals to change their offending behaviour

Element EC2.2
Enable individuals to develop strategies for changing their offending behaviour

Element EC2.3
Enable individuals to sustain their behaviour change

Element EC2.4
Evaluate and review interventions to enable individuals to change their offending behaviour

Unit Summary

This Unit focuses on working with individuals to enable them to change their offending behaviour. It includes planning how to undertake the work, and identifying the overall aim of working with individuals and the specific purpose of each intervention. A variety of methods and approaches may be used. The worker has to record what has been achieved, evaluate the interventions and work out how the process can be improved. 
Target Group

This Unit is applicable across the community justice sector for all workers who plan, implement and review interventions to change individuals’ offending behaviour. The individuals may have offended or be likely to offend.
Linked Units
D301
Help Individuals Address their Offending Behaviour (D01)
D303
Prepare, Implement and Evaluate Group Activities (D03) (Care X16)
D304
Contribute to the Implementation of Group Work Programmes (D04)
D305
Facilitate Mediation and Reparation Processes Between Victims and Those who have Offended against Them
D307
Enable Others to Support Individuals to Address their Offending and Anti-social Behaviour and Develop Positive Alternatives
D308
Deliver Externally-validated Evidence-based Programmes Designed to Reduce the Likelihood of Re-offending by Offenders who Pose a Medium to Low Risk of Harm
Unit EC2 (B83M 04)
Enable Individuals to Change Their Offending Behaviour
D309
Deliver Externally-validated Evidence-based Complex Programmes Designed to Reduce the Likelihood of Re-offending by Offenders who Pose a Significant Risk of Harm
D310
Assist in the Delivery of Externally-validated Evidence-based Complex Programmes Designed to Reduce the Likelihood of Re-offending by Offenders who Pose a Significant Risk of Harm
Place in Qualifications
This is a mandatory Unit in the Community Justice (Work with offending behaviour) NVQ/SVQ level 4.
Unit EC2 (B83M 04)
Enable Individuals to Change Their Offending Behaviour
	Assessment Guidance

When planning assessment, candidates should consider how they may best use evidence across a number of Units. Evidence from the following Units may be particularly relevant to this Unit:

D304 Contribute to the implementation of group work programmes (D04).

D305 Facilitate mediation and reparation processes between victims and those who have offended against them/

D307 Enable others to support individuals to address their offending and anti-social behaviour and develop positive alternatives.

D309 Deliver externally-validated evidence-based complex programmes designed to reduce the likelihood of re-offending by offenders who pose a significant risk of harm.


	Candidates may wish to use these sources of evidence (for performance and for knowledge and understanding)

1
The products of their work (eg information and other material that they have prepared).

2
Notes and drafts used as stages of development of products.

3
Notes and minutes of meetings.

4
Evidence from others who worked with the candidate.

5
Records and correspondence.

6
Their reflective practice journal.

7
Workplace projects.

8
Observation by an assessor who is observing the candidate specifically for assessment purposes.

9
Verbal or written responses to questions put by an assessor.


Unit EC2 (B83M 04)
Enable Individuals to Change Their Offending Behaviour
	Evidence Requirements

Evidence from Performance

The candidate’s package of evidence from their performance needs to cover all the performance criteria and all aspects of the range, except those detailed below. If performance evidence is not available during the assessment period, evidence from knowledge and understanding can be used for these performance criteria and these aspects of the range:

· EC2.4, range 2: 2 of the 3 types of changes

In order to meet the evidence requirements, it is likely that a candidate would need to gather evidence from work in relation to more than one individual.

The candidate must provide evidence from different sources in order to have their achievement recognised for this Unit, ie evidence must come not only from the candidate or one other source (such as records) but also must be from other people (such as from others who saw the candidate working, minutes from meetings which recorded the candidate’s contributions, etc). Simulations (such as case studies or role play) can be used as one source of evidence for this Unit. Evidence from real practice must, however, form the majority of the candidate’s performance evidence.
	Evidence from Knowledge and Understanding

Candidates must demonstrate they know and understand the areas listed below. Much of their knowledge and understanding will be evident from their performance. Where the candidate’s knowledge and understanding is not evident from their performance, it may be necessary for additional evidence of knowledge and understanding to be provided.




Unit EC2 (B83M 04)
Enable Individuals to Change Their Offending Behaviour 
Element EC2.1
Plan interventions to enable individuals to change their offending behaviour
	Performance Criteria

To meet the standard, you:
1
Develop and refine hypotheses about the individual’s offending behaviour, and how it can best be addressed, which:
· are consistent with what is known about the individual’s attitudes and beliefs, their motivation to change and factors which might affect change 

· are consistent with their personal circumstances and the context of their behaviour 

· can be justified against current theory and research 

· are valid given the information available 

· are free from discrimination and oppression 

2
Identify what the intervention aims to achieve and how it relates to any other work being undertaken with the individual.
3
Identify the approaches which will be used in working with the individual which are consistent with: 

· hypotheses about their behaviour 

· the individual’s gender, race and personal beliefs and preferences 

· the individual’s learning style and educational achievements 

· identified risk 
· evidence of effective practice 
	4
Provide information to individuals as to how the interventions will be evaluated and reviewed and their role within this process.
5
Identify the information which may be made available to others as a result of the interventions and inform the individual of this.
6
Seek advice and support promptly when team discussion and supervision are appropriate. 

7
Complete records accurately and clearly and store them according to agency requirements.




Unit EC2 (B83M 04)
Enable Individuals to Change Their Offending Behaviour
Element EC2.1
Plan interventions to enable individuals to change their offending behaviour
	Range

Personal circumstances: 

1a
people and relationships significant to the individual and their responsibility to those people 

1b
accommodation 

1c
educational experience and achievements (including basic skills), employment and income
1d
physical and mental health 

1e
the use of drugs and alcohol by the individual 

Context of their behavior:
2a
experience of violence, discrimination, oppression, abuse, victimisation, or other traumatic events 

2b
family background
2c
triggers to their offending behaviour

2d
the relationship of the individual to their victim 


	Risk to:
3a
the public, including actual and potential victims of crime and people significant to the individual
3b
people working with the individual
3c
the individual him/herself
3d
property



Unit EC2 (B83M 04)
Enable Individuals to Change Their Offending Behaviour
Element EC2.1
Plan interventions to enable individuals to change their offending behaviour

	 
	
	Performance Criteria 


	Range

	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	1a
	1b
	1c
	1d
	1e
	2a
	2b
	2c
	2d
	3a
	3b
	3c
	3d

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EC2 (B83M 04)
Enable Individuals to Change Their Offending Behaviour
Element EC2.1
Plan interventions to enable individuals to change their offending behaviour

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EC2 (B83M 04)
Enable Individuals to Change Their Offending Behaviour
Element EC2.2
Enable individuals to develop strategies for changing their offending behaviour

	Performance Criteria

To meet the standard, you:
1
Encourage individuals to: 

· recognise the consequences of their offending behaviour and the significance which different people attach to it 

· recognise the advantages of changing their offending behaviour and the positive alternatives available to them 

· recognise their strengths and ability to change 

· value themselves positively 

2
Communicate with individuals throughout the process in a manner which: 

· is appropriate to them 

· encourages an open exchange of views and information 

· minimises any constraints to communication 

· is free from discrimination and oppression 

3
Explore: 

· the individual’s motivation for changing their offending behaviour 

· obstacles to the individual changing their offending behaviour 

· how the obstacles can be addressed constructively with individuals and others 
	4
Identify with individuals a range of strategies for changing their offending behaviour, which are consistent with: 

· their personal circumstances 

· the context of their behaviour 

· their motivation for change 

· the risks associated with their behaviour 

· evidence of effective practice in helping people desist from offending 

5
Assist individuals to: 

· identify viable short and long term goals for changing their offending behaviour and managing the risks associated with it 

· draw up a realistic and achievable plan for implementing the strategies 

6
Agree with individuals how they will put the plan into action, the roles of different people in the plan and how progress will be reviewed.
7
Challenge constructively attitudes and behaviour which are aggressive, abusive or discriminatory while taking account of personal safety. 


Unit EC2 (B83M 04)
Enable Individuals to Change Their Offending Behaviour
Element EC2.2
Enable individuals to develop strategies for changing their offending behaviour

	Range
Risks to: 

1a
the public, including actual and potential victims of crime and people significant to the individual 

1b
people working with the individual 

1c
the individual him/herself 

1d
property 


Unit EC2 (B83M 04)
Enable Individuals to Change Their Offending Behaviour

Element EC2.2
Enable individuals to develop strategies for changing their offending behaviour

	
	
	Performance Criteria 


	Range

	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	1a
	1b
	1c
	1d

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EC2 (B83M 04)
Enable Individuals to Change Their Offending Behaviour
Element EC2.2
Enable individuals to develop strategies for changing their offending behavior

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EC2 (B83M 04)
Enable Individuals to Change Their Offending Behaviour
Element EC2.3
Enable individuals to sustain their behaviour change
	Performance Criteria

To meet the standard, you:
1
Encourage individuals to be clear about the choices which they have made and the reasons for their chosen course of action.
2
Explore with individuals the implications of their choices in a manner which encourages them to understand the impact on their daily life and any difficulties which might arise.
3
Explore with individuals: 

· the methods available for sustaining their behaviour change 

· the successes they have had previously in overcoming obstacles to change 

· known triggers to their offending behaviour and how these can be avoided 

4
Clarify with individuals the support mechanisms which are available and how they can use them to sustain their behaviour change. 

5
Make appropriate arrangements for supporting individuals which are consistent with: 

· the assessment of their offending behaviour 

· the agreed plan for change 

· any overall plan relating to their behaviour 

· the resources available for their support 

6
Encourage individuals to seek further support from the worker and from other people when they are in need of it.

	7
Give immediate, focused and constructive feedback to individuals on positive changes in their attitudes and behaviour. 

Range

Support mechanisms 

1a
formal
1b
informal 

Other people 

2a
other staff within the worker’s agency
2b
partner agencies 

2c
staff in other relevant services 

2d
people significant to the individual




Unit EC2 (B83M 04)
Enable Individuals to Change Their Offending Behaviour
Element EC2.3
Enable individuals to sustain their behaviour change
	
	
	Performance Criteria 


	Range

	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	1a
	1b
	2a
	2b
	2c
	2d

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EC2 (B83M 04)
Enable Individuals to Change Their Offending Behaviour
Element EC2.3
Enable individuals to sustain their behaviour change
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EC2 (B83M 04)
Enable Individuals to Change Their Offending Behaviour
Element EC2.4
Evaluate and review interventions to enable individuals to change their offending behaviour
	Performance Criteria

To meet the standard, you:
1
Record the process and outcomes of interventions accurately and completely and store them in a safe place. 

2
Evaluate how the outcomes of their work with individuals are consistent with research and evidence of effective practice and consequently the extent to which their approach should be modified. 

3
Review with individuals their progress in changing their offending behaviour and encourage them to understand and value their achievements. 

4
Seek the views of others who are working with individuals as to how interventions could be improved. 

5
Identify any changes in the individual’s personal circumstances or context which may have influenced their behaviour or motivation to change. 

6
Decide any changes which need to be made in their work with individuals and the support they receive. 

7
Reflect on their own learning and development from working with individuals and use this to inform future programmes of behaviour change. 


	Range

Others who are working with individuals 

1a
other staff within the worker’s agency 

1b
partner agencies 

1c
staff in other relevant services 

Changes 

2a
to the approaches used in the interventions 

2b
to the interaction between the worker’s interventions and those of others 

2c
the need to refer to others within or outwith the worker’s agency 



Unit EC2 (B83M 04)
Enable Individuals to Change Their Offending Behaviour
Element EC2.4
Evaluate and review interventions to enable individuals to change their offending behaviour

	
	
	Performance Criteria 


	Range

	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	1a
	1b
	1c
	2a
	2b
	2c

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EC2 (B83M 04)
Enable Individuals to Change Their Offending Behaviour
Element EC2.4
Evaluate and review interventions to enable individuals to change their offending behaviour
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EC2 (B83M 04)
Enable Individuals to Change Their Offending Behaviour
	Knowledge and Understanding for the whole Unit
To meet the standard, you need to know and understand:

Working with offending behaviour 
1
The impact of crime on victims and their need for protection, respect, recognition and information.
2
The ways in which the physical, social, psychological and emotional development and functioning of individuals affects their behaviour and its associated patterns.
3
The ways in which they have managed situations where the options which the individual chooses have run counter to the worker’s own beliefs and preferences.
4
Relevant research into the relationship between known factors which influence offending behaviour and evidence of effective practice in tackling these factors.
5
The ways in which stereotyping and discrimination might affect risk assessment and how to guard against this.
6
Issues involved in risk identification and prediction including the use of different predictive methods.
7
Possible methods available for enabling individuals to change their offending behaviour (such as motivational interviewing, cognitive behavioural methods, adult learning methods, solution-focused therapy), what may affect availability and suitability of the different options and evidence of their effectiveness.
8
The ways in which individual’s culture and gender might influence the choice of methods selected.

	9
How they have applied the principles of equality, diversity and anti-discriminatory practice to their work.

Working within the community justice sector 

10
The specific legislation (national and European) which relates to the work being undertaken — both the context and the individual — and the impact of this on the work

11
Any particular factors relating to the agency’s policies and practices which have affected the work undertaken.

Working to improve individual practice 

12
Methods of evaluating their own competence, determining when further support and expertise are needed and the measures taken to improve own competence in this area of work.




Unit EC2 (B83M 04)
Enable Individuals to Change Their Offending Behaviour
	
	
	Knowledge and Understanding for the whole Unit


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EC2 (B83M 04)
Enable Individuals to Change Their Offending Behaviour
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EC7 (D8ND 04)
Reinforce Positive Behavioural Goals During Relationships with Offenders
The Unit has the following Elements:
Element EC7.1
Establish working relationships with offenders which reinforce positive behavioural goals

Element EC7.2
Develop and sustain working relationships with offenders which reinforce positive behavioural goals
Unit Summary
This standard is about establishing and sustaining effective working relationships with offenders as part of an overall strategy to address their offending behaviour. A key part of this is making individuals recognise and take responsibility for their own behaviour and their obligations to others. 
The standard is based on modelling pro-social behaviour. It involves establishing, developing and sustaining working relationships with individuals which reinforce positive behavioural goals.
Target Group

The standard is applicable to those whose work with offenders involves establishing positive behavioural goals in order to address their offending behaviour.

This standard has been developed by Skills for Justice.
Unit EC7 (D8ND 04)
Reinforce Positive Behavioural Goals During Relationships with Offenders
Element EC7.1
Establish working relationships with offenders which reinforce positive behavioural goals
	Performance Criteria

To meet the standard, you:
1
Obtain and review all available and relevant information, including assessments regarding individuals, familiarising yourself with their circumstances, behaviour and identified needs before making contact.
2
Identify any required information that is missing, and take the necessary steps to obtain it.
3
Explain clearly and accurately your role and responsibilities, and how this relates to the relevant work of others. 

4
Identify any potential diversity issues for your relationship with individuals, and take the appropriate actions promptly and sensitively.
5
Explain clearly your objectives and the nature and boundaries of the relationship with individuals.
6
Explore with individuals what they expect from you and your organisation. 

7
Engage constructively with the individual and model pro-social behaviour, encouraging an open exchange of views, free from discrimination or oppression. 

8
Communicate in a manner and at a level and pace appropriate for the individual.
9
Provide constructive feedback to points raised by the individual and behave in a manner which values them as individuals. 
	10
Challenge constructively any attitudes and behaviour by individuals which prejudice the rights of others or which are anti-social, whilst taking account of your own personal safety.



Unit EC7 (D8ND 04)
Reinforce Positive Behavioural Goals During Relationships with Offenders
Element EC7.1
Establish working relationships with offenders which reinforce positive behavioural goals
	
	
	Performance Criteria 



	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


Unit EC7 (D8ND 04)
Reinforce Positive Behavioural Goals During Relationships with Offenders
Element EC7.1
Establish working relationships with offenders which reinforce positive behavioural goals
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EC7 (D8ND 04)
Reinforce Positive Behavioural Goals During Relationships with Offenders
Element EC7.2
Develop and sustain working relationships with offenders which reinforce positive behavioural goals
	Performance Criteria

To meet the standard, you:
1
Communicate in a manner appropriate to the individual, and which is free from discrimination and oppression.
2
Act as a role model for pro-social behaviour in your workings with individuals.
3
Support individuals according to their particular needs, your own role and responsibilities, and statutory requirements and organisational practice.
4
Explore and identify the individual’s interests, needs and concerns, identifying factors known to contribute to offending behaviour. 

5
Encourage individuals to review their behaviour and interaction with others, and assist them to practise positive behaviours in a safe and supportive environment. 

6
Explore constructive ways of changing attitudes and behaviour which promote inclusion and social behaviour, including challenging individuals and encouraging them to take responsibility for their own actions and behaviour.
7
Agree with individuals relevant and realistic goals, and the actions that they need to take if the goals are to be attained. 

8
Provide constructive feedback to individuals and reinforce positive changes in their behaviour. 


	9
Assist individuals to reflect on their progress and the factors that have contributed to their change in behaviour.
10
Assist individuals in finding ways to sustain their behaviour change. 

11
Where your contact with individuals is to end, summarise clearly and accurately the outcomes achieved.



Unit EC7 (D8ND 04)
Reinforce Positive Behavioural Goals During Relationships with Offenders
Element EC7.2
Develop and sustain working relationships with offenders which reinforce positive behavioural goals
	
	
	Performance Criteria 



	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EC7 (D8ND 04)
Reinforce Positive Behavioural Goals During Relationships with Offenders
Element EC7.2
Develop and sustain working relationships with offenders which reinforce positive behavioural goals
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit EC7 (D8ND 04)
Reinforce Positive Behavioural Goals During Relationships with Offenders
	Knowledge and Understanding for the whole Unit
To meet the standard, you need to know and understand:

Legislative, regulatory and organisational requirements

1
Legal and organisational requirements which relate to addressing the behaviour of offenders, and their impact for your area of operations.
2
Legislation, policies and procedures relating to data protection, health and safety, diversity and their impact for your area of operations.
3
The role of your organisation and the services which it provides in relation to establishing and sustaining effective working relationships with individuals as part of an overall strategy to address offending behaviour.
4
The organisation’s policy and procedures regarding confidentiality of information and the disclosure of information to third parties, and the specific circumstances under which disclosure may be made.
5
The limits of your authority and responsibility, and the actions to take if these are exceeded.
Working with individuals

6
How the role of your organisation and its services relate to other organisations and services in the sector. 

7 
The impact of physical, social, psychological and emotional development upon the behaviour of individuals.

	8
Different ways of encouraging individuals to see the need to change their behaviour and develop the motivation to do so.
9
The obstacles to change which may exist for individuals and methods of overcoming them.
10 
Why it is important to help individuals consider the effects of their choices on others and to have ownership of, and be responsible for, the decisions that they make.
11
The influence that peers can have upon the individual.
12
The impact of the broader social environment on individuals, including areas of material deprivation, crime and the fear of crime, poor housing and poverty.
13 
The evidence for the effectiveness of different ways of supporting individuals to change their behaviour.
14 
The importance of your role as a positive role model to reinforce pro-social behaviour, and ways of monitoring your own effectiveness in this.

15   The different styles and forms of communication that may be appropriate, and the methods for achieving this.

16   The importance of non-verbal communication, such as body language, and how different cultures use and interpret body language in different ways.

17   Possible barriers to communication, their causes, and ways to overcome this.

18   The impact of crime on victims and their need for protection, respect, recognition and information.



 Unit EC7 (D8ND 04)
Reinforce Positive Behavioural Goals During Relationships with Offenders
	
	
	Knowledge and Understanding for the whole Unit

 

	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
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	14
	15
	16
	17
	18

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit EC7 (D8ND 04)
Reinforce Positive Behavioural Goals During Relationships with Offenders
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit ED5 (F9PY 04)
Develop Intervention Plans for Individuals which Address Risk Factors and Enhance Protective Factors
The Unit has the following Elements:
Element 1
Establish the aspects to be addressed by the plan

Element 2
Prepare and agree intervention plans

Element 3
Work with other organisations, agreeing their roles
Unit Summary
This Unit is about developing intervention plans designed to minimise the likelihood of individuals offending/reoffending. It applies to work both within the community and also in custody. Such plans include addressing activities appropriate to the resettlement pathways of accommodation, education, training and employment, health, substance misuse, families and finance, benefits and debt. The Unit also includes reviewing the risk factors and protective factors, identified separately through an approved assessment process, and using these to inform the planning. Intervention plans can include acceptable behaviour contracts.

The term ‘risk factors’ is taken to include those factors which might increase the risk of the individual:

1
offending/reoffending

2
harming others

3
being harmed, either by themselves or others

Target Group

This Unit is applicable to those with responsibility for developing and agreeing intervention plans. This includes those involved in the prevention of offending and those involved in the resettlement/reintegration of individuals who have offended.

Unit ED5 (F9PY 04)
Develop Intervention Plans for Individuals which Address Risk Factors and Enhance Protective Factors
Element 1
Establish the aspects to be addressed by the plan
	Performance Criteria

To meet the standard, you:
1
Review the assessments undertaken and identify correctly the risk factors and associated needs of the individual.
2
Determine whether the individual has been involved with previous interventions, and where relevant, determine the impact of such interventions, using this to inform your planning.
3
Confirm the risks to be addressed, and protective factors to be enhanced in promoting a sustainable and safe role for the individual within the community.
4
Identify whether the individual has needs that require specialist assessment, or access to particular intervention and treatment services, arranging this promptly and correctly where necessary.
5
Seek advice and support promptly where the needs of the individual are beyond your area of expertise or responsibility.
6
Maintain complete, accurate and up-to-date records.



Unit ED5 (F9PY 04)
Develop Intervention Plans for Individuals which Address Risk Factors and Enhance Protective Factors
Element 1
Establish the aspects to be addressed by the plan
	
	
	Performance Criteria 



	 No
	Description of evidence
	1
	2
	3
	4
	5
	6

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Unit ED5 (F9PY 04)
Develop Intervention Plans for Individuals which Address Risk Factors and Enhance Protective Factors
Element 1
Establish the aspects to be addressed by the plan
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit ED5 (F9PY 04)
Develop Intervention Plans for Individuals which Address Risk Factors and Enhance Protective Factors
Element 2
Prepare and agree intervention plans
	Performance Criteria

To meet the standard, you:
1
Identify correctly actions designed to address risk factors, enhance protective factors and which will thereby minimise the likelihood of the individual offending/reoffending.
2
Identify correctly, and involve fully, all relevant persons appropriate to ensuring the success of the plan, and work with all relevant persons in developing and agreeing the plan and relevant responsibilities.
3
Develop and consider options, working with relevant parties to evaluate these and to agree the preferred plan.
4
Allow for appropriate restorative practice, and the associated involvement of relevant parties.
5
Allow for the participation of the individual, and where relevant, their families or carers in the planning and implementation of the resettlement process.
6
Allow for the necessary support for the individual towards their sustaining effective relationships, and where appropriate, facilitating their return to the family home.
7
Allow the individual access to, and continuity of, appropriate health care services.
8
Ensure that the individual has access to suitable and sustainable accommodation, in line with statutory requirements.
	9
Ensure that the risk of substance misuse is minimised, including the risk of overdosing by individuals.
10
Ensure that access to quality contact with others is encouraged, and where relevant, strong and supportive relationships with families and carers is encouraged.
11
Ensure that clear advice and information is provided regarding the support and associated services that are available, including that regarding financial benefits and entitlements.
12
Ensure continuity in overseeing the plan and in providing ongoing relevant support to the individual.
13
Document agreed plans correctly and make these available promptly to all parties who need them and who are entitled to them.



Unit ED5 (F9PY 04)
Develop Intervention Plans for Individuals which Address Risk Factors and Enhance Protective Factors
Element 2
Prepare and agree intervention plans

	
	
	Performance Criteria 


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit ED5 (F9PY 04)
Develop Intervention Plans for Individuals which Address Risk Factors and Enhance Protective Factors
Element 2
Prepare and agree intervention plans
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit ED5 (F9PY 04)
Develop Intervention Plans for Individuals which Address Risk Factors and Enhance Protective Factors
Element 3
Work with other organisations, agreeing their roles
	Performance Criteria

To meet the standard, you:
1
Identify correctly the relevant organisations to be involved in realising the intervention plan.
2
Liaise fully with the relevant organisations, providing them with all necessary information in a timely manner.
3
Ensure that, where relevant, information concerning interventions and any treatment of the individual is shared effectively with appropriate parties, with the individual’s informed consent.
4
Liaise with those involved in progressing the appropriate restorative practice, where relevant, providing all relevant and available information promptly.
5
Communicate with all organisations in a manner which promotes professionalism and which acknowledges their role as partners.
6
Ensure that all contributions to the plan are co-ordinated, and that goals, roles and responsibilities are defined clearly, understood and agreed.
7
Agree with relevant people the review points for the plan, and responsibilities for making these happen.
8
Maintain complete, accurate and up-to-date records.



Unit ED5 (F9PY 04)
Develop Intervention Plans for Individuals which Address Risk Factors and Enhance Protective Factors
Element 3
Work with other organisations, agreeing their roles
	
	
	Performance Criteria 



	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Unit ED5 (F9PY 04)
Develop Intervention Plans for Individuals which Address Risk Factors and Enhance Protective Factors
Element 3
Work with other organisations, agreeing their roles
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit ED5 (F9PY 04)
Develop Intervention Plans for Individuals which Address Risk Factors and Enhance Protective Factors
	Knowledge and Understanding for the whole Unit
To meet the standard, you need to know and understand:
1
Legislation and guidelines of effective practice standards which relate to developing intervention plans and the impact of these on your work.

2
National and local resettlement/reintegration strategies and their impact for developing intervention plans.

3
The role of your organisation and its services, and how they relate to those of other organisations and services in the sector.

4
The content and factors to be considered in developing and agreeing intervention plans.

5
Other organisations involved in the resettlement/reintegration of individuals, their roles and services, and how to access these.

6
Procedures and methods for assessing and managing the risk factors associated with individuals, including the use of risk assessment systems.

7
The ways in which diversity and discrimination might affect risk assessment and how to guard against this.

8
The principles of effective equality, diversity and anti-discriminatory practice.

9
The principles underpinning restorative practice, its purpose and benefits, the factors to take into account, and who to involve in progressing potential restorative processes.


	10
Methods of assessing risk to individuals from others and the procedures that may need to be put into place towards minimising such risks.

11
Case registration and management procedures used within your organisation and your responsibilities within these.

12
Key factors which affect individual behaviour, including their physical, social, psychological and emotional development.

13
The impact of crime and victims/survivors and their need for protection, respect, recognition, information and confidentiality.

14
Ways of communicating effectively with individuals and the ways in which it is necessary to alter communication when working with different individuals and representatives of different organisations.

15
The information and protocols required to plan resettlement/reintegration effectively and the types of advice likely to be required.

16
The problems that individuals may face with their resettlement/reintegration, and strategies for addressing these.

17
The range of available options for supervision and management of individuals in the community.

18
Your own role and responsibilities, and from whom assistance and advice should be sought where necessary.


Unit ED5 (F9PY 04)
Develop Intervention Plans for Individuals which Address Risk Factors and Enhance Protective Factors
	
	
	Knowledge and Understanding for the whole Unit


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit ED5 (F9PY 04)
Develop Intervention Plans for Individuals which Address Risk Factors and Enhance Protective Factors
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit FB2 (F29S 04)
Contribute to Planning and Reviewing How to Meet Individuals’ Needs and Rights in the Custodial Environment
The Unit has the following Elements:
Element FB2.1
Help to identify individuals’ needs and rights
Element FB2.2
Contribute to developing plans to meet individuals’ needs and rights
Element FB2.3
Contribute to reviewing plans to meet individuals’ needs and rights
Unit Summary
This Unit is about working with individuals to help meet their needs and rights. Usually, this will be in the context of planning for an individual’s stay in prison or in an immigration detention centre and can involve referring individuals to specialist services, discussing individuals’ progress with those providing opportunities or making changes to existing plans. The needs of individuals may be physical, medical, psychological, emotional, social, spiritual or relate to other external factors. Their basic rights will be conferred by law but some additional ones may be conferred by organisational policy. Sources from which data to help planning may come may include documents, the individuals themselves and others who can make a valid contribution.

Target Group

This Unit applies to staff who work with individuals to plan to meet their needs and rights within a custodial environment.

This Unit has been developed by Skills for Justice.
Unit FB2 (F29S 04)
Contribute to Planning and Reviewing How to Meet Individuals’ Needs and Rights in the Custodial Environment
	Element FB2.1
Help to identify individuals’ needs and rights
Performance Criteria

To meet the standard, you:
1
Clearly explain to individuals their rights within the custodial environment.
2
Clearly explain to individuals the purpose of identifying their needs and your own role in this.
3
Provide opportunities and encouragement for individuals to identify their own needs.
4
Establish whether individuals have special needs or learning difficulties.
5
Take into account all relevant information that is available from all sources.
6
Confirm with individuals that the information is complete, current and accurate, and that you have interpreted it correctly.
7
Record your interpretation of individuals’ needs accurately and fully using the correct documentation.
	


Unit FB2 (F29S 04)
Contribute to Planning and Reviewing How to Meet Individuals’ Needs and Rights in the Custodial Environment
Element FB2.1
Help to identify individuals’ needs and rights

	
	
	Performance Criteria 


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Unit FB2 (F29S 04)
Contribute to Planning and Reviewing How to Meet Individuals’ Needs and Rights in the Custodial Environment
Element FB2.1
Help to identify individuals’ needs and rights
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit FB2 (F29S 04)
Contribute to Planning and Reviewing How to Meet Individuals’ Needs and Rights in the Custodial Environment
Element FB2.2
Contribute to developing plans to meet individuals’ needs and rights
Performance Criteria
To meet the standard, you:
1
Agree objectives for plans to meet their needs with the individuals concerned.
2
Accurately match agreed objectives to the opportunities available.
3
Inform relevant people promptly where no appropriate opportunities are available to meet the agreed objectives.
4
Record plans clearly, accurately and fully using the correct documentation.
5
Confirm that plans fully respect the rights of individuals.
6
Agree with individuals the ways and the times that you will review their plans with them, in line with organisational procedures.
Unit FB2 (F29S 04)
Contribute to Planning and Reviewing How to Meet Individuals’ Needs and Rights in the Custodial Environment
Element FB2.2
Contribute to developing plans to meet individuals’ needs and rights

	
	
	Performance Criteria 


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Unit FB2 (F29S 04)
Contribute to Planning and Reviewing How to Meet Individuals’ Needs and Rights in the Custodial Environment
Element FB2.2
Contribute to developing plans to meet individuals’ needs and rights
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit FB2 (F29S 04)
Contribute to Planning and Reviewing How to Meet Individuals’ Needs and Rights in the Custodial Environment
Element FB2.3
Contribute to reviewing plans to meet individuals’ needs and rights
	Performance Criteria

To meet the standard, you:
1
Review individuals’ progress against their plans in the ways and at the times agreed.
2
Explain to individuals clearly and accurately the standard of confidentiality of reviews of their progress.
3
Conduct reviews with individuals in ways that are likely to encourage positive progress.
4
Encourage individuals to evaluate their own progress and discuss ways it can be improved, taking into account the opportunities available.
5
Check the accuracy of information about individuals’ progress and that you have interpreted it correctly.
6
Take appropriate action where individuals’ progress does not appear to be leading to the agreed objectives.
7
Agree any changes to plans with individuals.
8
Record individuals’ progress and any changes to plans clearly, accurately and fully using the correct documentation.


Unit FB2 (F29S 04)
Contribute to Planning and Reviewing How to Meet Individuals’ Needs and Rights in the Custodial Environment
Element FB2.3
Contribute to reviewing plans to meet individuals’ needs and rights

	
	
	Performance Criteria 


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Unit FB2 (F29S 04)
Contribute to Planning and Reviewing How to Meet Individuals’ Needs and Rights in the Custodial Environment
Element FB2.3
Contribute to reviewing plans to meet individuals’ needs and rights
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit FB2 (F29S 04)
Contribute to Planning and Reviewing How to Meet Individuals’ Needs and Rights in the Custodial Environment
	Knowledge and Understanding for the whole Unit
To meet the standard, you need to know and understand:
1 
The rights of individuals conferred by law and by the organisation.
2 
The principles and processes of effective communication, and how to apply them.
3 
How to encourage individuals to participate actively in identifying their needs and reviewing their own progress.
4 
The range of needs individuals may have, how to identify them, and select appropriate opportunities to address them.
5 
The special needs and learning difficulties individuals may have, and how to recognise and take these into account.
6 
The range of sources of information available, and how to access them.
7 
How to obtain information and validate its accuracy and currency.
8 
How to interpret information and confirm that you have done so correctly.
9 
Your organisation’s systems and documentation for assessing individuals’ needs.
10 
How to develop and agree realistic and measurable objectives.

	11 
The range of opportunities available to meet the needs of individuals.
12 
The people to inform where no appropriate opportunities are available to meet objectives.
13 
The importance of maintaining clear, accurate and full records, and how to do so using the correct documentation.
14 
The importance of reviewing plans, and appropriate ways and times to do so.
15 
The principles of confidentiality and the standards of confidentiality that apply to progress reviews.
16 
The range of different types of action you can take where individuals’ progress does not appear to be leading to objectives, and how to select action that is appropriate.



 Unit FB2 (F29S 04)
Contribute to Planning and Reviewing How to Meet Individuals’ Needs and Rights in the Custodial Environment
	
	
	Knowledge and Understanding for the whole Unit


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit FB2 (F29S 04)
Contribute to Planning and Reviewing How to Meet Individuals’ Needs and Rights in the Custodial Environment
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit FI2 (FT4L 04)
Contribute to Plans for the Release and Resettlement of Offenders 

The Unit has the following Elements:
Element FI2.1
Obtain information from offenders
Element FI2.2
Obtain information from colleagues and evaluate and record the information gathered
Element FI2.3
Assess the risks of release and resettlement of offenders
Element FI2.4
Identify and assess the options for the release and resettlement of offenders
Element FI2.5
Contribute to plans for release and resettlement
Unit Summary
This Unit focuses on planning the release and resettlement of offenders into the community. 

You will need to take account of individual’s personal circumstances, including personal domestic relationships, accommodation, money, physical, mental and emotional health, use of alcohol and drugs where these are an issue and available support structures and contacts. 

Your plans for release and resettlement may include accommodation, employment, education and training, financial support, re-establishing relationships, maintenance of health and social wellbeing, daily living skills, refuge and protection and arrangements through which the offender and their behaviour can be monitored.

In preparing plans you will need to assess the risk of harm to the public, including actual and potential victims including people significant to the offender, people working with the offender, the offender him/herself and/or to property.

Target Group

This Unit applies to experienced staff who have particular responsibilities for sentence planning and resettlement.

This Unit was developed by Skills for Justice.
Unit FI2 (FT4L 04)
Contribute to Plans for the Release and Resettlement of Offenders
Element FI2.1
Obtain information from offenders

	Performance Criteria

To meet the standard, you:
1
Explain clearly your role and responsibility, and the purpose of the information gathering.
2
Clarify the role and responsibility of everyone who is contributing to planning release and resettlement, and who will have the right of access to the information gained.
3
Communicate with offenders clearly and effectively and in line with organisational policy.
4
Encourage offenders to explore:
· their views of their offending behaviour and the reasons why it happened and identify any patterns in relation to their offending

· issues relating to their personal circumstances

· their attitudes to and feelings about their victims

· the feelings of their victims and the effect of their release on their victims and the community

· obstacles to change their concerns about and plans for release and resettlement

· their attitude to any post-release supervision requirements


	5
Summarise the information received from offenders and reflect it back to them to confirm that the worker has understood the information correctly.
6
Observe offenders’ behaviour throughout the process for any further insights it may offer.
7
Encourage offenders to explore and explain extreme views and attitudes that appear to influence their offending behaviour.
8
Encourage offenders to explore and explain any inappropriate behaviour and challenge them constructively in a manner that takes account of personal safety.



Unit FI2 (FT4L 04)
Contribute to Plans for the Release and Resettlement of Offenders
Element FI2.1
Obtain information from offenders 

	
	
	Performance Criteria 


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Unit FI2 (FT4L 04)
Contribute to Plans for the Release and Resettlement of Offenders 
Element FI2.1
Obtain information from offenders
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit FI2 (FT4L 04)
Contribute to Plans for the Release and Resettlement of Offenders 

Element FI2.2
Obtain information from colleagues and evaluate and record the information gathered

	Performance Criteria

To meet the standard, you:
1
Explain clearly your role and responsibility, and the purpose of the information gathering.
2
Clarify the role and responsibility of everyone who is contributing to planning release and resettlement, and who will have the right of access to the information gained.
3
Communicate with colleagues clearly and effectively and in line with organisational policy.
4
Seek information from colleagues on the offender’s:
· behaviour while in custody

· views of their offending behaviour

· plans for their release

· perceived risks associated with their release and resettlement

· attendance at and participation in programmes while in custody and with what results

5
Take appropriate action immediately when the information indicates that there is immediate risk of harm or the offender discloses further offences.
6
Seek advice and support when the needs of the offender and the complexity of the case are beyond your role and capability.
7
Record the information accurately and clearly and store it safely.


Unit FI2 (FT4L 04)
Contribute to Plans for the Release and Resettlement of Offenders 
Element FI2.2
Obtain information from colleagues and evaluate and record the information gathered

	
	
	Performance Criteria 


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Unit FI2 (FT4L 04)
Contribute to Plans for the Release and Resettlement of Offenders 
Element FI2.2
Obtain information from colleagues and evaluate and record the information gathered
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit FI2 (FT4L 04)
Contribute to Plans for the Release and Resettlement of Offenders 

Element FI2.3
Assess the risks of release and resettlement of offenders

	Performance Criteria

To meet the standard, you:
1
Summarise and structure the available information about the offender in a way that aids analysis.
2
Confirm whether there is sufficient information from the necessary range of sources to be able to make a valid assessment, and obtain further information and specialist assessment when the information available is insufficient to make valid judgements.
3
Compile case notes which identify:
· the offender’s plans for living in the community

· the views of people in the community who will be affected by the release and resettlement of the offender

· other factors in the community that may have a bearing on the case

4
Make an assessment of the risks of harm and likelihood of re-offending associated with the offender’s offending behaviour, which is valid given the information and helpful in planning resettlement and offender management.

	5
Make a valid assessment of:
· the effects of the offender’s offending behaviour on victims and others

· the causes of the offender’s offending behaviour

· the offender’s attitudes to their offending behaviour and their motivation to change

· the progress the offender has made in changing their behaviour and potential obstacles to sustaining change

· the potential impact of the offender on the community

· the nature of the community itself and whether it is the most appropriate community in which to release and resettle the offender

· the resources required to sustain the offender in the community, minimise the risk of harm and reduce the likelihood of re-offending

6
Work collaboratively with workers in other organisations to assess, and identify the risks of harm and likelihood of re-offending posed by the offender.
7
Seek advice and support when the complexity of the case, the needs of the offender or the level of risk of harm that they pose are beyond your role and capability.



Unit FI2 (FT4L 04)
Contribute to Plans for the Release and Resettlement of Offenders 
Element FI2.3
Assess the risks of release and resettlement of offenders

	
	
	Performance Criteria 


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Unit FI2 (FT4L 04)
Contribute to Plans for the Release and Resettlement of Offenders 
Element FI2.3
Assess the risks of release and resettlement of offenders
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit FI2 (FT4L 04)
Contribute to Plans for the Release and Resettlement of Offenders 

Element FI2.4
Identify and assess options for the release and resettlement of offenders
	Performance Criteria

To meet the standard, you:
1
Work collaboratively with workers in other organisations to identify ways of managing the risks of harm posed by the offender and identify realistic options for release and resettlement.
2
Identify professional, organisation and community barriers that stand in the way of effective solutions to release and resettlement and explore ways in which they can be challenged.
3
Base your options for releasing the offender into the community on:
· an evaluation of the level of risk inherent in each option

· the assessment of the nature and causes of the offenders’ offending behaviour

· the impact of the offending behaviour and the offender’s release on the people significant to the offender, their victims and the community as a whole

· an assessment of the progress offenders have made in changing their behaviour and the programmes and further support they will need to sustain change in the community

· the views of the community on the offender’s release and resettlement

· the capacity of the relevant organisations to sustain the release and resettlement programme
	4
Alert relevant organisations to the implications of the different options.
5
Seek advice and support when the complexity of the case, the needs of the offender or the level of risk of harm that they pose are beyond your role and capability.
6
Complete records accurately and clearly and store them safely.
7
Communicate information to others who have the right and need to know at a time and in a manner which is of maximum benefit to them.



Unit FI2 (FT4L 04)
Contribute to Plans for the Release and Resettlement of Offenders
Element FI2.4
Identify and assess the options for the release and resettlement of offenders

	
	
	Performance Criteria 


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Unit FI2 (FT4L 04)
Contribute to Plans for the Release and Resettlement of Offenders 
Element FI2.4
Identify and assess the options for the release and resettlement of offenders
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit FI2 (FT4L 04)
Contribute to Plans for the Release and Resettlement of Offenders
Element FI2.5
Contribute to plans for release and resettlement
	Performance Criteria

To meet the standard, you:
1
Establish criteria that will be used to decide on release and resettlement in compliance with organisational policies. 

2
Identify professional, organisation and community barriers that stand in the way of effective solutions to release and resettlement and explore ways in which they can be challenged.

3
Base your options for releasing the offender into the community on an evaluation of the level of risk inherent in each option:

· the assessment of the nature and causes of the offenders’ offending behaviour

· the impact of the offending behaviour and the offender’s release on the people significant to the offender, their victims and the community as a whole

· an assessment of the progress offenders have made in changing their behaviour and the programmes and further support they will need to sustain change in the community

· the views of the community on the offender’s release and resettlement

· the capacity of the relevant organisations to sustain the release and resettlement programme


	4
Alert relevant organisations to the implications of the different options.

5
Seek advice and support when the complexity of the case, the needs of the offender or the level of risk of harm that they pose are beyond your role and capability.

6
Complete records accurately and clearly and store them safely.

7
Communicate information to others who have the right and need to know at a time and in a manner which is of maximum benefit to them.




Unit FI2 (FT4L 04)
Contribute to Plans for the Release and Resettlement of Offenders
Element FI2.5
Contribute to plans for release and resettlement

	
	
	Performance Criteria 


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Unit FI2 (FT4L 04)
Contribute to Plans for the Release and Resettlement of Offenders
Element FI2.5
Contribute to plans for release and resettlement
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit FI2 (FT4L 04)
Contribute to Plans for the Release and Resettlement of Offenders
	Knowledge and Understanding for the whole Unit
To meet the standard, you need to know and understand:
1
The impact of crime on victims, survivors and witnesses and their need for protection, respect, recognition, information and confidentiality; why it is important to recognise the impact on all those affected by crime, whether they are direct victims or indirect victims (eg family, friends or other associates); repeat victimisation and its implications.

2
The ways in which individuals’ physical, social, psychological and emotional development and functioning affects their behaviour and its associated patterns.

3
Relevant research into the relationship between known factors that influence offending behaviour and evidence of effective practice in tackling these factors, and how the worker has applied these in their work.

4
Information required in order to effectively plan release and resettlement, the types and sources of specialist advice that may be required; the particular importance of working with other organisations who have an interest and role in managing the risk of releasing and resettling offenders; the range of options for release and resettlement available to protect offenders and the public; conditions that may be attached to release.


	5
Methods of encouraging the effective involvement of the offender in the assessment; ways of communicating effectively with offenders, their families and staff and the ways in which it is necessary to alter communication when working with different individuals and representatives of different organisations; likely constraints to communication and ways of minimising them.

6
Procedures and protocols within the particular secure establishment within which the offenders are held, including those relating to release of offenders and who is responsible for making such decisions.

7
The particular needs of offenders who may be socially excluded or stigmatised (eg people with mental health problems, minority ethnic groups, people with learning disabilities, people with criminal records).

8
Methods for assessing and managing risk, including the use of risk assessment systems; issues involved in risk identification and prediction including the use of different predictive methods; the ways in which stereotyping and discrimination might affect risk assessment and how to guard against this; methods of identifying those who may be at risk from the offender (including the offender themselves, children and vulnerable people, the worker and other staff) and who may pose a risk to the offender; methods of assessing these risks, how those risks may be minimised and the procedures that may need to be put into place to manage these risks.




Unit FI2 (FT4L 04)
Contribute to Plans for the Release and Resettlement of Offenders
	Knowledge and Understanding for the whole Unit (cont)
9
Strategies for communicating effectively with those in the community who are concerned about the release and resettlement of offenders who pose significant risk; the kinds of misinformation which people receive about crime and anti-social behaviour (incidence, types, levels, patterns, impact on victims and contributing factors) and the release and resettlement of offenders; how to balance tensions between the rights, interests and concerns of communities and offenders.
10
The tensions that are likely to exist between your objectives, your organisation and the concerns and priorities of the offenders, families, groups, organisations and communities with whom you are working; ways of managing these tensions; methods of handling situations where there is the potential for conflict and examples of when you have done this, how to recognise conflicts of interest, make them explicit and work with others to solve them.
11
The specific legislation, guidelines of good practice, charters and service standards that relate to the work being undertaken and the impact of these on the work.
12
The role, purpose, functions, policies and priorities of your organisation and other organisations working with offenders, and how they relate to each other.
13
How your organisation’s policies and practices in relation to the release, resettlement and supervision in the community of offenders who pose a significant risk have affected the work undertaken.
	14
The organisation’s policy and procedures regarding confidentiality of information, the disclosure of information to third parties and the specific circumstances under which disclosure may be made.
15
Your own role and responsibilities and from whom assistance and advice should be sought if you are unsure; the case registration and management procedures used within the organisation and your responsibilities within these.
16
The options for the release and resettlement of offenders that they considered and the reasoning processes they used in determining the most appropriate approach for the offenders concerned.
17
How you have applied the principles of equality, diversity and anti-discriminatory practice to your work.
18
Methods of evaluating your own competence, determining when further support and expertise are needed and the measures taken to improve your own competence in this area of work.



Unit FI2 (FT4L 04)
Contribute to Plans for the Release and Resettlement of Offenders
	
	
	Knowledge and Understanding for the whole Unit


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit FI2 (FT4L 04)
Contribute to Plans for the Release and Resettlement of Offenders 

	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit GB3 (F9E2 04)
Enable Individuals to Understand and Address their Difficulties
The Unit has the following Elements:
Element GB3.1
Enable individuals to understand their difficulties and identify options for change
Element GB3.2
Enable individuals to take positive action to address their difficulties
Unit Summary

This standard is about helping individuals to understand their difficulties, identify options for change and act upon the choices made. The difficulties may have an emotional, practical, behavioural or social source. You need to recognise and acknowledge the complex range of factors that contribute to individuals’ difficulties and support individuals to recognise and address these factors. This involves working with individuals in a holistic way recognising that how individuals behave may reflect the difficulties they are experiencing. The individuals with whom you are working may have offended, be at risk of offending, be the victims of offending behaviour, or be family or friends of such individuals.
Target Group

This standard is appropriate for all those working with individuals who are experiencing difficulties. It is applicable across the community justice sector. 

This standard has been created by Skills for Justice.

Unit GB3 (F9E2 04)
Enable Individuals to Understand and Address their Difficulties
Element GB3.1
Enable individuals to understand their difficulties and identify options for change

	Performance Criteria

To meet the standard, you:
1
Establish with individuals the boundaries of the relationship, including their rights and responsibilities, and your own role and responsibilities.
2
Communicate in a manner appropriate to individuals, and which is free from discrimination and oppression.
3
Encourage an open exchange of views and information, listening actively and encouraging questions.
4
Support individuals to reflect on their difficulties, and express their feelings and responses to their situation.
5
Encourage individuals to consider the potential impact of these difficulties upon themselves, upon people significant to individuals, and upon people working with individuals.
6
Motivate individuals to understand their difficulties through modelling effectively how this can be achieved.
7
Encourage individuals to value themselves positively, and to recognise their own strengths.
8
Provide accurate and relevant information to further individuals’ understanding of their difficulties and how they might address them.

	9
Identify with individuals the options which are feasible for them, and the advantages and disadvantages of each of the options. 
10
Help individuals to identify potential obstacles in achieving their desired outcomes, and how they can address these constructively. 

11
Support individuals to come to their own decisions about their courses of action. 

12
Seek advice and support promptly when team discussion and supervision are appropriate.
13
Challenge constructively attitudes and behaviour which are abusive, aggressive or discriminatory, whilst taking account of personal safety.
14
Maintain accurate and up-to-date records, in line with your organisation’s requirements. 
15
Communicate information to the relevant person(s). 




Unit GB3 (F9E2 04)
Enable Individuals to Understand and Address their Difficulties
Element GB3.1
Enable individuals to understand their difficulties and identify options for change

	
	
	Performance Criteria 


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
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Unit GB3 (F9E2 04)
Enable Individuals to Understand and Address their Difficulties
Element GB3.1
Enable individuals to understand their difficulties and identify options for change
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit GB3 (F9E2 04)
Enable Individuals to Understand and Address their Difficulties
Element GB3.2
Enable individuals to take positive action to address their difficulties

	Performance Criteria

To meet the standard, you:
1
Communicate in a manner appropriate to individuals, and which is free from discrimination and oppression.
2
Encourage an open exchange of views and information, minimising any constraint to communication.
3
Assist individuals to develop realistic and achievable goals, and to identify how and when they should review their progress towards their goals.
4
Clarify with individuals the support available to them.
5
Support individuals in ways which are consistent with their identified needs including the provision of information, resources, access to other services and interventions, where relevant.
6
Encourage individuals to monitor and review regularly the effectiveness of the strategies they have chosen, including both short and longer term strategies where relevant, and to make any necessary changes to their approach.
7
Make contact with all relevant others involved in supporting individuals at appropriate times, and encourage them to provide feedback on the effectiveness of the support available.

	8
Facilitate access to other sources of support to meet individuals’ emerging needs, where appropriate.
9
Maintain accurate and up-to-date records in line with your organisation’s requirements.



Unit GB3 (F9E2 04)
Enable Individuals to Understand and Address their Difficulties
Element GB3.2
Enable individuals to take positive action to address their difficulties

	
	
	Performance Criteria 


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


Unit GB3 (F9E2 04)
Enable Individuals to Understand and Address their Difficulties
Element GB3.2
Enable individuals to take positive action to address their difficulties
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit GB3 (F9E2 04)
Enable Individuals to Understand and Address their Difficulties
	Knowledge and Understanding for the whole Unit
To meet the standard, you need to know and understand:
Legislative, regulatory and organisational requirements

1
Legal and organisational requirements which relate to supporting individuals to address their difficulties, and their impact for your area of operations.
2
Legislation, policies and procedures relating to data protection, health and safety, diversity and their impact for your area of operations. 

3
The role of your organisation and the services which it provides in relation to enabling individuals to understand and address their difficulties.
4
The organisation’s policy and procedures regarding confidentiality of information and the disclosure of information to third parties, and the specific circumstances under which disclosure may be made.
5
The limits of your authority and responsibility, and the actions to take if these are exceeded.

	Working within the community justice sector

6
The impact of physical, social, psychological and emotional development upon the behaviour of individuals.
7
Factors which may be relevant to individuals’ difficulties.
8
How personal beliefs, preferences and cultural background affect behaviour. 

9
Different ways of providing support to help individuals explore and manage their difficulties and express and explore their feelings.
10
Methods of identifying and exploring obstacles to change and identifying ways of overcoming obstacles.
11
Strategies for dealing with difficult situations which have a strong emotional impact.
12
Why it is important to maintain personal and professional boundaries with individuals and methods of doing this.
13
Methods of handling situations where there is the potential for conflict between different people. 

14
Methods of evaluating your own competence, determining when further support and expertise are needed, and the measures taken to improve own competence in this area of work.



Unit GB3 (F9E2 04)
Enable Individuals to Understand and Address their Difficulties
	
	
	Knowledge and Understanding 



	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit GB3 (F9E2 04)
Enable Individuals to Understand and Address their Difficulties
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit GC5 (F2AC 04)
Develop Control for People who are a Risk to Themselves or Others
The Unit has the following Elements:
Element GC5.1
Challenge behaviour which creates risk and establish agreed boundaries and expectations
Element GC5.2
Maintain and review agreed boundaries and expectations of behaviour
Element GC5.3
Assist people to develop greater control over their behaviour
Unit Summary
This Unit is about working effectively with people who have behavioural problems that may arise from mental illness. Behaviours may be emotional or racially, physically or sexually abusive. They may in other ways be inappropriate including criminal.

Target Group

This Unit applies to experienced operational staff who work closely with individuals in custody who have significant behavioural problems.

This Unit has been developed by Skills for Justice.
Unit GC5 (F2AC 04)
Develop Control for People who are a Risk to Themselves or Others
	Element GC5.1
Challenge behaviour which creates risk and establish agreed boundaries and expectations

Performance Criteria

To meet the standard, you:
1
Explore and assess aspects of behaviour that create risk to the individual or others.
2
Take full account of cultural, religious or other factors that may influence the individual’s behaviour.
3
Correctly identify boundaries and expectations that will minimise unwanted behaviour and encourage positive behaviour.
4
Identify boundaries and expectations of behaviour that are realistic and contribute to safeguarding the individual and others.
5
Fully discuss boundaries and expectations and their significance with the individual, and encourage their support and agreement.

	


Unit GC5 (F2AC 04) 
Develop Control for People who are a Risk to Themselves or Others
Element GC5.1
Challenge behaviour which creates risk and establish agreed boundaries and expectations

	
	
	Performance Criteria



	 No
	Description of evidence
	1
	2
	3
	4
	5

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Unit GC5 (F2AC 04) 
Develop Control for People who are a Risk to Themselves or Others
Element GC5.1
Challenge behaviour which creates risk and establish agreed boundaries and expectations
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit GC5 (F2AC 04) 
Develop Control for People who are a Risk to Themselves or Others
Element GC5.2
Maintain and review agreed boundaries and expectations of behaviour

Performance Criteria

To meet the standard, you:
1
Identify examples of positive aspects of behaviour that correspond to agreed expectations as they occur, and explain these in a manner which the individual is likely to understand.
2
Provide positive reinforcement in such a way as to encourage the repetition of positive behaviour.
3
Correctly identify behaviour that exceeds agreed boundaries and take constructive action to minimise it.
4
Request an appropriate level of support when maintaining boundaries becomes difficult.
5
Make interventions that are consistent with the assessment of individual needs and risks involved, in line with agreed procedures and policies.
6
Take prompt action when necessary to protect yourself and others, and you summon further assistance as soon as practicable.
7
Take constructive action to defuse behaviour that threatens others.
8
Record accurately incidents of behaviour exceeding agreed boundaries.

Unit GC5 (F2AC 04) 
Develop Control for People who are a Risk to Themselves or Others
Element GC5.2
Maintain and review agreed boundaries and expectations of behaviour

	
	
	Performance Criteria



	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Unit GC5 (F2AC 04) 
Develop Control for People who are a Risk to Themselves or Others
Element GC5.2
Maintain and review agreed boundaries and expectations of behaviour
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit GC5 (F2AC 04) 
Develop Control for People who are a Risk to Themselves or Others
Element GC5.3
Assist people to develop greater control over their behaviour

	Performance Criteria

To meet the standard, you:
1
Develop possible explanations about the individual’s behaviour and the risk which this causes and test these against research, theory and practice.
2
Encourage the individual to accept responsibility for their behaviour, to acknowledge the impact it has on others and to face up to the consequences.
3
Assist the individual to explore and adopt positive alternatives.
4
Encourage the individual to identify factors contributing to their behaviour patterns.
5
Take active steps to review these factors and identify appropriate sources of support.
6
Accurately assess the needs of victims of difficult, dangerous or criminal behaviour and make realistic plans as to how they will be met.



Unit GC5 (F2AC 04)
Develop Control for People who are a Risk to Themselves or Others
Element GC5.3
Assist people to develop greater control over their behaviour

	
	
	Performance Criteria



	 No
	Description of evidence
	1
	2
	3
	4
	5
	6

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Unit GC5 (F2AC 04)
Develop Control for People who are a Risk to Themselves or Others
Element GC5.3
Assist people to develop greater control over their behaviour
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit GC5 (F2AC 04) 
Develop Control for People who are a Risk to Themselves or Others
	Knowledge and Understanding for the whole Unit
To meet the standard, you need to know and understand:
1
Research on methods of working with people whose behaviour creates difficulties, and the outcomes.
2
Theories on the causes and origins of violence and aggression.
3
Approaches to engaging reluctant, aggressive and withdrawn individuals.
4
The impact of adverse behaviour on self and others.
5
Methods of challenging behaviour that creates risk, and research on their outcomes.
6
Techniques and resources to promote learning and alternative behaviour, monitoring change and the participation of individuals and carers in planning and evaluation.
7
Theories of behaviour and learning.
8
Group processes and peer support and development.
9
Statistics on the incidence of violence, aggression, depression and social isolation among different client groups.
10
Statistics on the incidence of violence, aggression, depression and social isolation among different client groups.
11
Methods of planning and providing feedback.
12
Negotiation methods and skills.
13
Identification of conflict and skills in conciliation.
14
The rights and responsibilities of individuals.

15
Methods of setting up boundaries and exercising control, and their effectiveness with different client groups.
	16
Reporting and recording systems for organisations, courts and allied organisations.
17
Support needs of workers.
18
The range of support and advocacy services available to individuals whose behaviour causes concern.
19
The impact of individual and structural discrimination on identity, and approaches to increase options and promote positive identity.
20
Research and outcomes of intervention and support aimed to reduce risk, and the need to enhance coping skills in different contexts.
21
Explanations of non-conforming behaviour and research into different forms of intervention or non-intervention, relating to:
· criminal behaviour and re-offending

· sexual, physical and racial abuse

· self-harm and suicide

· anti-social behaviour

· mental health

22
How different factors contribute to behaviour, including:
· past history

· stress factors

· lack of understanding of information

· dysfunctional coping mechanisms

· prejudice and stereotyping

23
Current policies on types of behaviour and groups that present a social risk.
24
Group work, peer learning and self-help.
25
The rights and responsibilities of individuals and groups.


Unit GC5 (F2AC 04) 
Develop Control for People who are a Risk to Themselves or Others
	
	
	Knowledge and Understanding for the whole Unit



	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	19
	20
	21
	22
	23
	24
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Unit GC5 (F2AC 04) 
Develop Control for People who are a Risk to Themselves or Others
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit HI1 (F33C 04)
Plan, Implement and Manage the Sharing of Knowledge and Good Practice to Inform Innovation and Improve Service Delivery
Unit Summary
This Unit is about sharing knowledge and good practice both within organisations and between organisations to inform and improve practice and service delivery. It will also assist managers to overcome barriers and obstacles to the sharing of knowledge and good practice to the benefit of the sector. It is aimed at helping managers to identify areas of good practice within their own areas of responsibility and sharing this with others. It is also aimed at helping managers to learn from the experience of others and be open to ideas generated outside their own organisation which could be used, modified or adapted within their own work context to improve practice and service delivery. The Unit encourages managers to review the sharing of good practice within their own organization, ie encouraging the development of a ‘learning organisation’. It also supports and underpins partnership working.
Target Group

The Unit is suitable for all managers.

Linked Units

This Unit is linked to but distinct from Skills for Justice Unit HF14: Plan, Implement and Manage Systems for the Exchange of Sensitive Information, Data and Intelligence.

Unit HI1 (F33C 04)
Plan, Implement and Manage the Sharing of Knowledge and Good Practice to Inform Innovation and Improve Service Delivery
Skills:

· communicating

· negotiating

· involving others

· consulting

· planning

· reviewing

· networking

· problem solving

· analysing

· monitoring

· decision making

· prioritising

· managing information

· reflecting
Unit HI1 (F33C 04)
Plan, Implement and Manage the Sharing of Knowledge and Good Practice to Inform Innovation and Improve Service Delivery
	Performance Criteria

To meet the standard, you:
1
Identify reasons for sharing knowledge and good practice to improve service delivery and share with others in the organisation.
2
Continuously review processes and practice within own area of responsibility and evaluate their value and potential for transferability to other settings internally and externally.
3
Research known relevant benchmarks of good practice and assess identified own good practice against them.
4
Identify and use any existing knowledge sharing arrangements within own organisation.
5
Communicate arrangements for sharing good practice with relevant decision makers in the organisation and gain their agreement and commitment to the process.
6
Create and take opportunities to develop arrangements to share knowledge and good practice with internal and external stakeholders.
7
Identify and take opportunities to access knowledge on good practice from sources external to the organisation that may inform own practice.
	8
Evaluate knowledge received in the context of own management and operational area, and check for validity and transferability.
9
Use knowledge received to inform and improve own and organisational practice and service delivery.
10
Carry out an audit of own organisation to review knowledge assets and sharing processes with a view to identifying organisational good practice that could be shared with others within own area of responsibility.
11
Identify inadequacies in knowledge assets and ways of correcting them and create opportunities to improve the knowledge assets and knowledge sharing processes within own organisation.
12
Promote the value of sharing knowledge and good practice to enhance organisational practice and service delivery to stakeholders.
13
Ensure that the knowledge exchange/sharing process complies with organisational protocols and procedures and all legal and ethical requirements.


Unit HI1 (F33C 04)
Plan, Implement and Manage the Sharing of Knowledge and Good Practice to Inform Innovation and Improve Service Delivery
	Behaviours which underpin effective performance

To meet the standard, you:
1
Constantly seek to review own and organisational performance to identify good practice which can be shared with others.

2
Communicate and promote the reasons for sharing good practice with others both inside and out with the organisation to facilitate the exchange process.

3
Find practical ways to overcome internal and external barriers to the exchange process.

4
Comply with and ensure that others comply with legal requirements, organisational policies and professional codes of practice, including those relating to intellectual property.

5
Make use of good practice from others, both internal and external to the organisation, to improve own service delivery.

6
Seek and create opportunities to use good practice from others to improve the service delivery of the organisation.

7
Seek and create opportunities to share own good practice with others.

8
Operate within the boundaries of your own role and responsibility.

9
Construct opportunities for value added relationships.


Unit HI1 (F33C 04)
Plan, Implement and Manage the Sharing of Knowledge and Good Practice to Inform Innovation and Improve Service Delivery
	Knowledge and Understanding

To meet the standard, you need to know and understand:
1
Reasons for sharing knowledge of good practice with others.
2
Ways of benchmarking good practice and why this is important.
3
Why it is important to consider whether knowledge being shared is transferable.
4
What a knowledge asset is and why they are important to the business.
5
The value of sharing knowledge and good practice with others to enhancing the knowledge asset of the business and bringing added value and why it is important to promote the benefits to others.
6
How to conduct a knowledge audit.
7
The contribution that sharing knowledge and good practice makes to the continuous quality improvement of service delivery.
8
Legal requirements and Codes of Practice relating to sharing knowledge across the Justice Sector.
	Evidence Requirements
1
Simulation is not allowed within this Unit.

2
You must practically demonstrate in your work that you have met the standard for planning, implementing and managing the sharing of knowledge and good practice to inform innovation and improve service delivery. This includes all of the performance criteria, behaviours, knowledge and understanding.




Unit HI1 (F33C 04)
Plan, Implement and Manage the Sharing of Knowledge and Good Practice to Inform Innovation and Improve Service Delivery
Element 1
Plan, implement and manage the sharing of knowledge and good practice to inform innovation and improve service delivery

	
	
	Performance Criteria 


	Behaviours which underpin effective performance

	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
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	7
	8
	9

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit HI1 (F33C 04)
Plan, Implement and Manage the Sharing of Knowledge and Good Practice to Inform Innovation and Improve Service Delivery
	
	
	Knowledge and Understanding

	Evidence

Requirements

	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	1
	2

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


Unit HI1 (F33C 04)
Plan, Implement and Manage the Sharing of Knowledge and Good Practice to Inform Innovation and Improve Service Delivery
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit DJ101 (F9RR 04)
Assess the Circumstances of an Incident Towards Identifying a Restorative Response
The Unit has the following Elements:
Element DJ101.1
Obtain and review information relating to incidents
Element DJ101.2
Assess the benefits and risks associated with progressing a restorative response
Element DJ101.3
Explore situations where there are complex and sensitive issues
Unit Summary
This standard is about establishing the circumstances of an incident and assessing the potential benefits of and the risks associated with possible restorative practice responses. It includes identifying whether there are any complex or sensitive issues to be addressed. These can relate to the incident itself, or to the capability of those involved to understand fully or to participate in a restorative process.

Within the standard, the terms ‘person(s) responsible’ and ‘person(s) harmed’ are used. The term ‘person(s) responsible’ refers to the individual(s) responsible for the incident. The ‘person(s) harmed’ refers to those harmed or affected similarly by the incident. 

Target Group

This standard applies to those with responsibility for providing initial advice on the application of restorative practice processes to an individual or in a community situation.

This standard was developed by Skills for Justice.
Unit DJ101 (F9RR 04)
Assess the Circumstances of an Incident Towards Identifying a Restorative Response
Element DJ101.1
Obtain and review information relating to incidents

	Performance Criteria

To meet the standard, you:
1
Identify the information required towards identifying a possible restorative practice response.
2
Access any existing information regarding the incident and the individuals involved, appropriate to identifying possible restorative practices, and the benefits and any risks associated with these.
3
Obtain additional information requirements through structured questioning.
4
Determine, where possible, any existing relevant assessments relating to the individuals’ prior behaviour.
5
Seek the advice of others where there is uncertainty about the validity of information or the interpretation of findings.
6
Present the information to those who need to have access to it, maintaining confidentiality in line with your organisation’s requirements.



Unit DJ101 (F9RR 04)
Assess the Circumstances of an Incident Towards Identifying a Restorative Response
Element DJ101.1
Obtain and review information relating to incidents
	
	
	Performance Criteria 


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


Unit DJ101 (F9RR 04)
Assess the Circumstances of an Incident Towards Identifying a Restorative Response
Element DJ101.1
Obtain and review information relating to incidents
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit DJ101 (F9RR 04)
Assess the Circumstances of an Incident Towards Identifying a Restorative Response
Element DJ101.2
Assess the benefits and risks associated with progressing a restorative response

	Performance Criteria

To meet the standard, you:
1
Identify the individuals’ relevant circumstances, including their family and personal situation, physical and mental health.
2
Establish whether there is any previous connection between the individuals involved, and where relevant, determine the nature of any such history.
3
Assess the information obtained and determine the potential benefits, and the nature of any risk factors, associated with progressing a restorative process.

4
Provide evidence to show the basis for your assessment and to explain the nature and strength of the benefits and any risk(s).
5
Determine and assess whether there are any factors which might trigger an imbalance between individuals.
6
Use your professional judgement to assess the significance of any risk factors identified, and determine correctly the steps towards addressing these risks.
7
Identify any factors which may mean that an individual is particularly vulnerable and which indicate that there are complex or sensitive issues to be considered.

	8
Record the potential benefits and also any risk concerns correctly, together with the steps taken to address these.
9
Identify correctly where additional assessments are required, and make the appropriate arrangements promptly, recording your reasons for the additional requirement clearly.


Unit DJ101 (F9RR 04)
Assess the Circumstances of an Incident Towards Identifying a Restorative Response
Element DJ101.2
Assess the benefits and risks associated with progressing a restorative response

	
	
	Performance Criteria


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	


Unit DJ101 (F9RR 04)
Assess the Circumstances of an Incident Towards Identifying a Restorative Response
Element DJ101.2
Assess the benefits and risks associated with progressing a restorative response
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit DJ101 (F9RR 04)
Assess the Circumstances of an Incident Towards Identifying a Restorative Response
Element DJ101.3
Explore situations where there are complex and sensitive issues

	Performance Criteria

To meet the standard, you:
1 Identify and review with co-workers, as appropriate, where there are complex and sensitive issues that may influence the restorative process.

2 Select and agree with co-workers an appropriate procedure for exploring any issues which are considered complex and sensitive.

3
Assess cases for the presence of any complex issues that would require referral to a line manager.

4
Use agreed procedures and protocols in gathering necessary information from relevant individuals and sources, making clear the information that is needed, how it will be used, and who will have access to the information.

5
Summarise the information obtained, verify that it is relevant, accurate and current, and that any opinions have authoritative support.

6
Prepare, record and present recommendations to co-workers for any special consideration in the design of the restorative process arising from the sensitive and complex issues explored.


	7
Record concerns regarding any complex and sensitive issues, together with ways in which they might be addressed, and refer these to the appropriate level of management and/or partnership, or agency, in accordance with your organisation’s procedures.


Unit DJ101 (F9RR 04)
Assess the Circumstances of an Incident Towards Identifying a Restorative Response
Element DJ101.3
Explore situations where there are complex and sensitive issues
	
	
	Performance Criteria


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Unit DJ101 (F9RR 04)
Assess the Circumstances of an Incident Towards Identifying a Restorative Response
Element DJ101.3
Explore situations where there are complex and sensitive issues
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit DJ101 (F9RR 04)
Assess the Circumstances of an Incident Towards Identifying a Restorative Response
	Knowledge and Understanding for the whole Unit
To meet the standard, you need to know and understand:
General/key knowledge relating to restorative practice

1
The legislation and guidelines of good practice which relate to assessing the appropriateness of restorative processes and the impact of these on your work, including requirements regarding confidentiality.
2
The nature of and principles underpinning restorative processes, and the purpose and potential benefits of restorative practice.
3
Partner organisations with which you might work in the restorative process, including their principal roles and responsibilities within the process.
4
The needs of all involved within the restorative process.
5
The importance of, and how to create, a safe environment for participants.
6
The importance of treating all participants with respect and of avoiding both stigmatisation and stereotyping in your dealings with participants.

	7
Effective telephone and face-to-face communication techniques, including:

· active listening

· questioning for understanding

· awareness of and ability to read non-verbal signals

· summarising and reflecting back

· giving and receiving feedback

· challenging constructively and positively

· enabling participants to make their own choices

8
How to judge what information may be given to one participant about another, or to anyone else given the implications for their emotional and physical safety, and how gaining additional information might be used by the person responsible or the person harmed.
9
How to recognise the effects on yourself of working upon restorative processes, and how to seek any appropriate supervision and personal support.
10
Your own role and responsibilities, and from whom assistance and advice should be sought where necessary.
11
The principles of effective equality, diversity and anti-discriminatory practice.



Unit DJ101 (F9RR 04)
Assess the Circumstances of an Incident Towards Identifying a Restorative Response
	Knowledge and Understanding for the whole Unit (cont)
Knowledge related to assessing the circumstances, benefits and risks

12
The boundaries of confidentiality, and the importance of maintaining appropriate levels of confidentiality, and how to maintain these.
13
The information required towards making an assessment of individuals, appropriate to identifying potential benefits and any risks, and to managing risk factors within a restorative process.
14
Sources of relevant information regarding individuals and to how to access these.
15
Methods of verifying and corroborating the information required.
16
How to distinguish between directly observed evidence, evidence from reliable sources, and hearsay.
17
How to distinguish between prejudice and opinions that are backed by evidence.
18
How to assess the suitable restorative processes for individuals, including the factors to take into account and the alternatives that may be available to the person responsible and the person harmed.
19
Approaches to risk assessment, how to use these and their relative advantages and disadvantages
20
Factors influencing the vulnerability of individuals, the types of vulnerability or levels of harm used in assessing risk, their indicators and how to determine these.
	21
What might constitute a sensitive and/or complex issue, the sources of vulnerability arising from the effects of sensitive and complex cases on those involved, the behaviour and relationships underlying these cases, and the implications upon how to work with participants in a restorative process.
22
Possible attitudes to sensitive and complex cases in the participants’ communities, and how this may affect them and influence how they participate in the restorative process, especially if the case is widely known.
23
The long-term effects of sensitive and complex cases, and the implications for the length and timing of the restorative process, and for maintaining continuity of case handling and the importance of closure for persons harmed.
24
How participants, or others, can cause harm either during or outside the restorative process, including how participants can manipulate others to prevent them stating their needs and views, and how this can manifest itself in a restorative process.
25
How a pre-existing or ongoing relationship between participants can affect a restorative process, either increasing its benefits or providing opportunities for harm. 

26
Methods of managing risk within the restorative process, including the types of communication, selecting appropriate venues, and managing and balancing the presence/absence of supporters.


Unit DJ101 (F9RR 04)
Assess the Circumstances of an Incident Towards Identifying a Restorative Response
	
	
	Knowledge and Understanding for the whole Unit


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	19
	20
	21
	22
	23
	24
	25
	26

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit DJ101 (F9RR 04)
Assess the Circumstances of an Incident Towards Identifying a Restorative Response
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit DJ203 (F9RT 04)
Implement and Monitor Agreed Outcomes from a Restorative Process
The Unit has the following Elements:
Element DJ203.1
Plan and confirm the actions to be undertaken
Element DJ203.2
Implement and monitor progress of the actions undertaken
Unit Summary
This standard is about implementing the restorative actions appropriate towards going forward, which can, for example, include reparations. It includes confirming the suitability of proposed actions with those involved, ensuring that the person responsible is committed to carrying out the actions, and monitoring and evaluating the implementation of the agreed actions. It also includes concluding the restorative process.

Within the standards, the terms ‘person(s) responsible’ and ‘person(s) harmed’ are used. The term ‘person(s) responsible’ refers to the individual(s) responsible for the incident. The ‘person(s) harmed’ refers to those harmed or affected similarly by the incident.

Target Group

This standard is applicable to those with responsibility for progressing restorative processes involving persons responsible and persons harmed. 

This standard was developed by Skills for Justice.
Unit DJ203 (F9RT 04)
Implement and Monitor Agreed Outcomes from a Restorative Process
Element DJ203.1
Plan and confirm the actions to be undertaken

	Performance Criteria

To meet the standard, you:
1
Assess the feasibility and suitability of proposed actions, including whether they fulfil the wishes of the nominated recipient(s), and ensuring that they are achievable, measurable and realistic.

2
Identify and explain to relevant participants any risks associated with carrying out the actions agreed.
3
Confirm agreed actions with all involved, including the nature and schedule of the actions and individual responsibilities, ensuring that the start and end of the schedule are understood and achievable. 
4
Confirm with the person responsible that they are committed and understand the required action and the consequences of their failure to comply.
5
Review and confirm with the person(s) responsible the actions required to fulfil the outcome agreement, and where relevant, agree the support required and the appropriate agency(ies) to be involved, providing any such agency(ies) with all relevant information, whilst maintaining the necessary confidentiality.
	6
Communicate with the individual in a manner which suits their needs and abilities, and which avoids discrimination or oppression.

7
Ensure that procedures are in place to monitor progress, and to identify and review any risk factors associated with the restorative process, and their impact upon those involved.
8
Ensure that arrangements are in place to document any financial and/or material transfers and transactions.
9
Ensure that all participants understand the legal basis of agreement(s) relating to carrying out the agreed actions, and the penalties that may be incurred should there be non-compliance.
10
Maintain and provide accurate and up-to-date records of what has been agreed to those who require them and who are entitled to them.



Unit DJ203 (F9RT 04)
Implement and Monitor Agreed Outcomes from a Restorative Process
Element DJ203.1
Plan and confirm the actions to be undertaken

	
	
	Performance Criteria 



	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	


Unit DJ203 (F9RT 04)
Implement and Monitor Agreed Outcomes from a Restorative Process
Element DJ203.1
Plan and confirm the actions to be undertaken
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit DJ203 (F9RT 04)
Implement and Monitor Agreed Outcomes from a Restorative Process
Element DJ203.2
Implement and monitor progress of the actions undertaken

	Performance Criteria

To meet the standard, you:
1
Implement and monitor the progress of the restorative process, including any interactions between those involved, identifying and assessing the impact of the process upon those involved.

2
Provide support, as appropriate, to the person responsible in the completion of their actions.

3
Provide information about outcomes to other parties as agreed by the participants and in line with your organisation’s procedures.

4
Identify and address any non-compliance in line with your organisation’s procedures.

5
Implement measures to manage any identified risks, and where relevant recognise when the risks are unacceptable and end the process safely in line with your organisation’s procedures.

6
Conclude the restorative process upon completion, or when the procedures are no longer meeting the aims of the process, in line with your organisation’s procedures.

7
Maintain accurate and up-to-date records of progress, your assessments and the measures taken towards minimising any risks, making the information available promptly to those who need it and who are entitled to it. 


Unit DJ203 (F9RT 04)
Implement and Monitor Agreed Outcomes from a Restorative Process
Element DJ203.2
Implement and monitor progress of the actions undertaken

	
	
	Performance Criteria 


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Unit DJ203 (F9RT 04)
Implement and Monitor Agreed Outcomes from a Restorative Process
Element DJ203.2
Implement and monitor progress of the actions undertaken
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit DJ203 (F9RT 04)
Implement and Monitor Agreed Outcomes from a Restorative Process
	Knowledge and Understanding for the whole Unit
To meet the standard, you need to know and understand:
General/key knowledge relating to restorative practice

1
The legislation and guidelines of good practice which relate to the restorative process being undertaken and the impact of these on your work, including requirements regarding confidentiality.
2
The nature of and principles underpinning restorative processes, including the purpose and potential benefits of restorative practice.
3
Partner organisations with which you might work in the restorative process, including their principal roles and responsibilities within the process.
4
The needs of all involved within the restorative process.
5
The importance of, and how to create, a safe environment for participants.
6
The importance of treating all participants with respect, and of avoiding stigmatisation and stereotyping in your dealings with participants.
7
Effective telephone and face-to-face communication techniques, including:

· active listening

· questioning for understanding

· awareness of and ability to read non-verbal signals

· summarising and reflecting back

· giving and receiving feedback

· challenging constructively and positively

· enabling participants to make their own choices
	8
How to judge what information may be given to one participant about another, or to anyone else, given the implications for their emotional and physical safety, and how gaining additional information might be used by the person responsible or the person harmed.
9
How to recognise the effects on yourself of working upon restorative processes, and how to seek any appropriate supervision and personal support.
10
Your own role and responsibilities, and from whom assistance and advice should be sought where necessary.
11
The principles of effective equality, diversity and anti-discriminatory practice.
12
The boundaries of confidentiality, and importance of maintaining appropriate levels of confidentiality, and how to agree and maintain these.
Knowledge relating to agreeing outcomes and concluding the process

13
Methods of encouraging the effective and active involvement of those involved in restorative processes, including how to enable informed choice, whilst avoiding coercion.
14
The types of support available to persons responsible and those harmed who are involved in the restorative process.



Unit DJ203 (F9RT 04)
Implement and Monitor Agreed Outcomes from a Restorative Process
	Knowledge and Understanding for the whole Unit (cont)
15
Ground rules for behaviour and communication during restorative processes, including actions designed to achieve the aims of the process — what they are, their purpose, why it is important to use them and what to do if they are breached, and how they can assist where participants are struggling to control their emotions .

16
Types of actions that might be progressed as part of outcome agreements, including reparations, apologies, restitution etc, and their suitability for different persons responsible and the circumstances in which they may or may not apply.
17
The availability of other services/input from other professionals relating to developing agreements regarding the way forward.
18
The principles of risk assessment in identifying and implementing restorative actions, and the importance of maintaining the health, safety and wellbeing of yourself and others within the restorative process.
19
Health and safety points to consider related to agreed activities within outcome agreements and how to access relevant advice upon addressing these.

	20
Actions available towards tackling non-compliance in fulfilling agreed activities within outcome agreements, including how to address agreements which are not working.



Unit DJ203 (F9RT 04)
Implement and Monitor Agreed Outcomes from a Restorative Process
	
	
	Knowledge and Understanding for the whole Unit


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	19
	20

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit DJ203 (F9RT 04)
Implement and Monitor Agreed Outcomes from a Restorative Process
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit DJ204 (F9RV 04)
Facilitate Informal Restorative Processes
Unit Summary

This standard is about facilitating informal restorative processes involving communication with the individuals concerned.

The circumstances where informal processes might be appropriate are varied, and could include, for example, their use in schools amongst pupils, within care homes amongst residents, by youth workers and/or police in addressing instances of anti-social behaviour, and by housing support workers in addressing conflicts that might otherwise lead to eviction or prosecution. These examples are in no way intended to be exhaustive, as this standard is intended for a wide and diverse range of applications where there is actual, or the potential for, harm which needs to be addressed. The examples also illustrate how the processes can involve one-to-one discussions with the individual(s) involved, and/or discussions involving several individuals. 

Within the standards, the terms ‘person(s) responsible’ and ‘person(s) harmed’ are used. The term ‘person(s) responsible’ refers to the individual(s) responsible for the incident. The ‘person(s) harmed’ refers to those harmed or affected similarly by the incident.

Target Group

This standard is applicable to those with responsibility for facilitating informal restorative processes which involve communication with the person(s) responsible and/or the person(s) harmed. 

This standard was developed by Skills for Justice.
Unit DJ204 (F9RV 04)
Facilitate Informal Restorative Processes
	Performance Criteria

To meet the standard, you:

1
Assess the incident and determine whether an informal restorative process is appropriate, taking into account the nature of the incident, any risks associated with progressing the process, and your own competence, and take the relevant, consequent actions. 

2
Identify when harm caused to a person(s) is an issue and acknowledge this with the person(s) harmed and/or the person(s) responsible, where appropriate. 

3
Encourage the person(s) responsible to recognise the impact of their actions upon others, including the potential for harm, and promote respect for the views of others.
4
Encourage discussion amongst those involved, being alert to the emotional needs and reactions of participants, and act promptly and correctly to manage difficult situations and individual stress where these occur.
5
Ensure that those present are provided with the opportunity to make appropriate input.
6
Agree, where appropriate, clear ground-rules for the process, and address promptly and correctly any instances in breach of these.
7
Ensure that no individual is forced, or subjected to undue pressure, to participate.

	8
Communicate in a manner and at a pace appropriate for those present, and which avoids being inappropriately judgemental.
9
Encourage those present to agree relevant and appropriate decisions regarding the way forward, summarising these concisely and accurately.
10
Acknowledge the input of all of those involved and determine when to bring the informal process to a close.
11
Assess whether a further process would be of benefit to those involved, and progress relevant, agreed actions to assist participants in taking this forward.
12
Make an accurate record, where appropriate, of the outcomes and any agreements reached 

13
Ensure that relevant information is provided promptly to those who need it and are entitled to it.
14
Maintain confidentiality at all times in line with your organisation’s requirements.



Unit DJ204 (F9RV 04)
Facilitate Informal Restorative Processes
	Knowledge and Understanding 
To meet the standard, you need to know and understand:
General/key knowledge relating to restorative practice
1
The legislation and guidance on best practice relevant to the informal restorative process being undertaken, and the impact of these on your work.

2
The nature of and principles underpinning restorative processes, including the general purpose and potential benefits of restorative practice.

3
Partner organisations with which you might work in the informal restorative process, including their principal roles and responsibilities within the process.

4
The needs of all involved within the restorative process.

5
The importance of, and how to create, a safe environment for participants. 

6
The importance of treating all participants with respect, and of avoiding stigmatisation and stereotyping in your dealings with participants.

7
Effective communication techniques, including:

· active listening

· questioning for understanding

· awareness of and ability to read non-verbal signals

· summarising and reflecting back

· giving and receiving feedback

· challenging constructively and positively

· enabling participants to make their own choices
	8
How to judge what information may be given to one participant about another, or to anyone else, given the implications for their emotional and physical safety, and how gaining additional information might be used by the person responsible or the person harmed.

9
How to recognise the effects on yourself of working upon restorative processes, and how to seek any appropriate supervision and personal support.

10
Your own role and responsibilities, and from whom assistance and advice should be sought where necessary.

11
The principles of effective equality, diversity and anti-discriminatory practice.

12
The importance of maintaining accurate and up-to-date records of discussions and decisions made, and how to do this.

13
The boundaries of confidentiality, and importance of maintaining appropriate levels of confidentiality, and how to agree and maintain these.




Unit DJ204 (F9RV 04)
Facilitate Informal Restorative Processes
	Knowledge and Understanding (cont) 
Knowledge relating to facilitating informal restorative processes

14
Factors to take into account when assessing appropriate locations for informal processes.

15
Methods of encouraging the effective and active involvement of those involved in informal restorative processes, including how to enable informed choice, whilst avoiding coercion.

16
The types of support available to individuals involved in an informal restorative process, including support for any persons harmed and for those responsible for any such harm.

17
Protocols and ground rules for behaviour and communication during an informal restorative process — what they are, their purpose, why it is important to use them and what to do if they are breached.

18
How to balance the benefits of a wider group of people participating with the available time and resources required.

19
How to facilitate communication without unduly intervening in the process, and allowing the engagement of all participants.

20
Group dynamics and the types of power imbalance that can occur, the reason for these and strategies for addressing these.

21
How to assist individuals to find ways of managing their anxieties about the restorative process when they have decided to participate, including by pacing the process appropriately to meet their needs.


	22
The information required towards making an assessment of individuals, appropriate to identifying and managing risk factors within an informal restorative process.

23
The types of risk that can be associated with an informal restorative process, and methods of managing such risks throughout the restorative process.




Unit DJ204 (F9RV 04)
Facilitate Informal Restorative Processes
	
	
	Performance Criteria 


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Unit DJ204 (F9RV 04)
Facilitate Informal Restorative Processes
	
	
	Knowledge and Understanding 



	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	14
	15
	16
	17
	18
	19
	20
	21
	22
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Unit DJ204 (F9RV 04)
Facilitate Informal Restorative Processes
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Unit DJ205 (F9RW 04)
Evaluate the Outcomes from a Restorative Process
Unit Summary
This standard is about assisting participants to assess the outcomes from the restorative process and to identify whether they need ongoing support. It also involves an appraisal of the processes used in individual and/or community contexts and reporting on their effectiveness.

Within the standards, the terms ‘person(s) responsible’ and ‘person(s) harmed’ are used. The term ‘person(s) responsible’ refers to the individual(s) responsible for the incident. The ‘person(s) harmed’ refers to those harmed or affected similarly by the incident.

Target Group

This standard applies to practitioners who have responsibility for assessing and reporting on the effectiveness of the restorative practice process in specific applications and contexts.

This standard was developed by Skills for Justice.
Unit DJ205 (F9RW 04)
Evaluate the Outcomes from a Restorative Process
	Performance Criteria

To meet the standard, you:
1
Confirm with participants their objectives from the restorative process.
2
Obtain feedback from the participants regarding their perceptions of the process and its impact upon them.
3
Review with the participants what has happened during the restorative process and confirm details of the agreements reached and any unresolved issues.
4
Assess whether the person responsible has completed, where relevant, all of the actions which they agreed as part of the outcome agreement, and take appropriate action in the event of non-compliance.
5
Highlight the principal benefits arising from the process and review with participants the impact of these upon them 

6
Advise on the availability of further support and information for participants, and inform interested parties about any further follow-up contact.
7
Agree with the individuals involved when the process has concluded.
8
Communicate in a manner and at a pace appropriate to those present, and which is free from discrimination and oppression.

	9
Provide reports upon the outcomes of the restorative process, identifying any learning points for future activities, in accordance with your organisation’s procedures.
10
Present information clearly, concisely and accurately.
11
Review your own involvement and use your findings to inform your own development and to improve your practice.



Unit DJ205 (F9RW 04)
Evaluate the Outcomes from a Restorative Process
	Knowledge and Understanding 
To meet the standard, you need to know and understand:
General/key knowledge relating to restorative practice

1
The legislation and guidelines of good practice which relate to the restorative process being undertaken, and its evaluation, and the impact of these on your work, including requirements regarding confidentiality.

2
The nature of and principles underpinning restorative processes, including the purpose and potential benefits of restorative practice.

3
Partner organisations with which you might work in the restorative process, including their principal roles and responsibilities within the process.

4
The needs of all involved within the restorative process.

5
The importance of, and how to create, a safe environment for participants. 

6
The importance of treating all participants with respect, and of avoiding stigmatisation and stereotyping in your dealings with participants.

7
Effective telephone and face-to-face communication techniques, including:

· active listening

· questioning for understanding

· awareness of and ability to read non-verbal signals

· summarising and reflecting back

· giving and receiving feedback

· challenging constructively and positively

· enabling participants to make their own choices
	8
How to judge what information may be given to one participant about another, or to anyone else, given the implications for their emotional and physical safety, and how gaining additional information might be used by the person responsible or the person harmed.

9
How to recognise the effects on yourself of working upon restorative processes, and how to seek any appropriate supervision and personal support.

10
Your own role and responsibilities, and from whom assistance and advice should be sought where necessary.

11
The principles of effective equality, diversity and anti-discriminatory practice.

12
The boundaries of confidentiality, and importance of maintaining appropriate levels of confidentiality, and how to agree and maintain these.

Knowledge relating to evaluating the process

13
Factors to consider when evaluating a restorative process, and how to do this.

14
Methods of encouraging the effective and active involvement in the evaluation by those involved in restorative processes, including how to enable informed and open feedback.

15
Factors to take into account when setting up rooms for meetings involving those harmed and the person(s) responsible.




Unit DJ205 (F9RW 04)
Evaluate the Outcomes from a Restorative Process
	Knowledge and Understanding (cont)
16
The types and sources of support available to persons responsible and the those harmed who are involved in the restorative process both during and also following completion of the process.

17
Ground rules for behaviour and communication during restorative processes — what they are, their purpose, why it is important to use them, what to do if they are breached, and how they can assist where participants are struggling to control their emotions.

18
Types of actions that might be progressed as part of outcome agreements, including reparations, apologies, restitution etc, and their suitability for different persons responsible and the circumstances in which they may or may not apply.

19
Actions available towards taking non-compliance in fulfilling agreed activities as part of a restorative process, including how to address agreements which are not working.

20
The importance of maintaining accurate and up-to-date records, and how to do this.


	


Unit DJ205 (F9RW 04)
Evaluate the Outcomes from a Restorative Process
	
	
	Performance Criteria 


	 No
	Description of evidence
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	


Unit DJ205 (F9RW 04)
Evaluate the Outcomes from a Restorative Process
	
	
	Knowledge and Understanding


	 No
	Description of evidence
	1
	2
	3
	4
	5
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Unit DJ205 (F9RW 04)
Evaluate the Outcomes from a Restorative Process
	Notes/Comments




The candidate has satisfied the assessor and internal verifier that the performance evidence has been met.

	Candidate’s signature
	
	Date
	

	
	
	
	

	Assessor’s signature
	
	Date
	

	
	
	
	

	Internal verifier’s signature
	
	Date
	


Section 4 — Blank recording forms

This section consists of the blank forms referred to in Section 2 for you to photocopy. You may find these useful when compiling your portfolio.

Portfolio title page

	Your name
	

	Job title
	

	Name of Employer/

Training Provider/

College
	

	Their address
	

	Telephone number
	

	SVQ
	

	Level
	

	Units submitted for assessment
	

	Mentor’s name
	

	(Please provide details of Mentor’s experience)
	


	Assessor’s signature
	
	Date
	


Personal profile
	Name
	

	Address
	

	Postcode
	

	Home telephone 
	

	Work telephone 
	

	Job title
	


Relevant experience
	Description of your current job
	

	Previous work experience
	

	Qualifications and training
	

	Voluntary work/interests
	


Personal profile (cont)

	Name of Employer/Training Provider/College
	

	Address
	

	Postcode
	

	Telephone number 
	

	Type of business
	

	Number of staff
	

	Structure of organisation

(include chart or diagram if available)
	


Contents checklist 
You might also find it useful to complete the following checklist as you work your way through your portfolio. This will help you to see if you have included all the relevant items. Once you have completed your portfolio, you will be able to use this checklist again as a contents page, by inserting the relevant page or section numbers in the right hand column.

	Section
	Completed
	Page/Section number

	Title page for the portfolio
	
	

	Personal profile
	
	

	Your own personal details
	
	

	A brief CV or career profile
	
	

	A description of your job
	
	

	Information about your employer/training provider/college
	
	

	Unit Assessment Plans
	
	

	Unit progress record
	
	

	Completed Element achievement records for each Unit 
	
	

	Signed by yourself, your assessor and the internal verifier (where relevant) 
	
	

	Evidence reference numbers included
	
	

	Index of evidence (with cross-referencing information completed)
	
	

	Evidence (with reference numbers)
	
	

	Observation records
	
	

	Details of witnesses (witness testimony sheets)
	
	

	Personal statements
	
	

	Products of performance
	
	


Index of evidence
	SVQ title and level 
	


	Evidence

number
	Description of evidence
	Included 

in portfolio 

(Yes/No)

If no, 

state location
	Sampled by the IV

(initials and date)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Personal statement

	Date
	Evidence 

index number
	Details of statement
	Links to other evidence 

(enter numbers)
	Units, Elements, PC, and Range

covered

	
	
	
	
	


	Candidate’s signature
	
	Date
	


Observation Record

	Unit/Element(s)
	

	Candidate name
	

	Date of observation
	

	Evidence index number
	


	Skills/activities observed
	PC and Range covered

	
	


	Knowledge and Understanding apparent from this observation

	


	Other Units/Elements to which this evidence may contribute

	


	Assessor comments and feedback to candidate

	


I can confirm the candidate’s performance was satisfactory.

	Assessor’s signature
	
	Date
	


Witness testimony 

	SVQ title and level
	

	Candidate name
	

	Evidence index no
	

	Where applicable, evidence 

number to which this testimony

relates
	

	Element(s)
	

	Range
	

	Date of evidence
	

	Witness name
	

	Designation/relationship to candidate
	

	Details of testimony
	


I can confirm the candidate’s performance was satisfactory.

	Witness’s signature
	
	Date
	


Witness (please tick the appropriate box):

 FORMCHECKBOX 

Holds A1/A2 or D32/D33 qualifications
 FORMCHECKBOX 

Is familiar with the SVQ standards to which the candidate is working

Record of questions and candidate’s answers

	Unit
	

	Element(s)
	

	Evidence index number
	

	Circumstances of assessment

	

	List of questions and candidate’s responses

	Q
	

	A
	

	Q
	

	A
	

	Q
	

	A
	

	Q
	

	A
	

	Q
	

	A
	


	Assessor’s signature
	
	Date
	

	
	
	
	

	Candidate’s signature
	
	Date
	


This is the UNIT title — it describes a role and task.





This is the ELEMENT title.  It describes part of the main role and task.





PERFORMANCE CRITERIA set out the standard of performance you need to demonstrate consistently to claim competence in a particular Element.





The RANGE defines the various circumstances in which you must be able to prove you are competent.





You must cover all of the items in the Range Statement.





The KNOWLEDGE AND UNDERSTANDING Requirements state what you must know and understand and how this knowledge applies to your job.





Circle the reference numbers as you complete each Unit.  You can then easily see what stage you have reached in your SVQ.





This section of the form is for your assessor to sign each time you successfully achieve a Unit.





These numbers relate to your Evidence Index and will allow your assessor to find your evidence easily.





Candidates should enter which areas of Knowledge and Understanding that piece of evidence covers. 





As you collect your evidence for assessment you should tick the relevant boxes.  There is a box which represents each Performance Criteria and Range in the Element.








Give a brief description of the evidence you are offering for assessment against each Performance Criteria, Range and piece of Knowledge and Understanding.








