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About this document

This document provides details that centres and candidates will need in order to

assess, verify and collect evidence for this N/SVQ qualification and includes:

+ therequirements for occupational competence for all those involved in the
assessment process

 the assessment methods and requirements

+ the national occupational standards and unit evidence requirements

* progression routes.

Information of particular importance to candidates is marked in italics on
the contents list.

Itis designed to be used with the City & Guilds N/SVQ Guide which is made up of

* acentre guide — containing information specifically for centres

* acandidate guide — containing information specifically for candidates

* recording forms —containing forms that centres and candidates should use for
recording assessments and evidence.

The City & Guilds website: www.city-and-guilds.co.uk will have the latest version
of these guides.

There are also other City & Guilds documents which contain the latest information
regarding the assessment of N/SVQs:
* Providing City & Guilds Qualifications —a guide to centre and scheme approval
 Ensuring Quality — containing updates on assessment and policy issues
* City & Guilds centre toolkit—a CD-ROM containing further information
onassessmentissues and linking to the City & Guilds website for the
latest information
* Guidance Updates to City & Guilds Care, Health and Community Centres.

Details of general regulations, registration and certification procedures, including fees,
areincluded in the City & Guilds Directory of Awards. This information also appears on
City & Guilds web site www.city-and-guilds.co.uk and the on-line qualification
administration service for City & Guilds approved centres —walled-garden.com.

If there are any differences between the N/SVQ Centre Guide or the N/SVQ Candidate
Guide and this Standards and Assessment Requirements (SAR) document the SAR
has the most up-to-date information.
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The Standards Setting Body and the
National Occupational Standards

Background to the National Occupational Standards (NOS) development
The review and updating of the National Occupational Standards (NOS) and N/SVQs
in Care were undertaken by Skills for Health and the UK alliance for Social Care, of
which the membership is: The Care Council for Wales, the Northern Ireland Social
Care Council, the Scottish Social Services Council and Topss England. N/SVQs are
well established in the Health and Social Care sectors and are the required or
recommended qualification for over 80% of the social care workforce and a growing
number of the health workforce.

The review has resulted in new qualification structures that provide smaller, more
accessible awards which allow greater transferability between the sectors and
specialisms. The Health and Social Care N/SVQs therefore reflect the needs of
those who work in the Health and Social Care sectors to demonstrate initial
competence to practise safely, acquisition of specialist skills and continuous
professional development (CPD).

Contacting the Standards Setting Bodies
The Standards Setting Bodies (SSBs) responsible for having developed the National
Occupational Standards (NOS) on which this N/SVQ is based are:

Skills for Health The Scottish Social Services Council
Goldsmiths House Compass House

Broad Plain 11 Riverside Drive

Bristol BS2 0JP Dundee DD1 4NY

T0117 922 1155 T01382 207215
www.skillsforhealth.org.uk Www.sssc.uk.com

Topss England The Northern Ireland Social Care Council
Albion Court 7th Floor

5 Albion Place Millennium House

Leeds LST 6JL 19-25 Great Victoria Street
TO1132451716 Belfast BT2 7AQ
www.topssengland.net T 02890417600

www.niscc.n-i.nhs.uk
The Care Council for Wales
6th Floor
South Gate House
Wood Street
Cardiff CF10 1TEW
T029 2022 6257
www.ccwales.org.uk
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Imported units
Some units in this N/SVQ have been imported from the National Occupational
Standards (NOS) developed by another Standard Setting Body (SSB):

ENTO

Head Office

4th Floor
Kimberley House
47 Vaughan Way
Leicester LE1 45G
TO116 2517279

Apprenticeship framework

The relevant Apprenticeship for this qualification is the Health and Social Care
Apprenticeship Framework. Details of the current Framework provision are available
on the websites of Skills for Health (www.sfh.org.uk) or the relevant national Social
Care SSB (Standard Setting Body).

The Technical Certificate for this Framework is the 3245 Level 2 Certificate in
Supporting Care Practice or any prescribed City & Guilds Level 2 Technical Certificate
which supersedes this when the Health and Social Care Apprenticeship Framework
is re-specified to reflect new qualification provision based on the revised National
Occupational Standards.
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Candidate entry and progression

Candidate work role requirements

This N/SVQ is for those working in a Health or Social Care setting. It is designed for full
or part time workers, paid and voluntary, permanent or temporary, as well as day or
night workers.

The qualification is relevant to those supporting adults of any age, in any setting.

Candidate entry requirements

There are no formal entry requirements for candidates undertaking this N/SVQ;
however centres must ensure that candidates have the potential and opportunity to
gain evidence for the qualification in the work place.

These N/SVQs are not approved for the use of those who are under 16 years of age.

There may also be age restrictions placed on individuals when undertaking certain
work activities within Health and Social Care. These, too, should be clarified with the
appropriate regulator where there is any uncertainty about such restrictions.

Legal considerations

Sector guidance about pathways through the optional units for staff in particular
work roles and functions will become available from the SSC and regulatory bodies in
each of the four countries.

This will allow relevance to national workforce development needs and priorities.

Candidates entering the Health and Social Care workforce may be legally required to
undergo criminal record checks prior to taking up employment/work placement.
Centres, employers and placement providers will need to liaise closely with one
another to ensure that any requirements for the particular area of work are fully met.
As the requirements vary between sectors and countries checks should be made
with the appropriate regulatory body and/or government departments if centres,
employers or placement providers are uncertain of the requirements.

Progression routes
These new N/SVQs will enable progression within and between levels and across
both sectors.

Laterally they will allow candidates who complete the requirements for a full N/SVQ
to take up Continuing Professional Development opportunities through the optional
and additional suites of units.

Vertically they will allow movement up to another level across both sectors.
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This new suite of Health and Social Care units will support progression in
employmentin the following specialist areas:

* Management —residential adults, children and young people and domiciliary work
+ Drugs and Alcohol work

* Mental Health work

* Youth Justice work

* Rehabilitation work (especially for people with sensory impairments)

* Some generic areas of Health

* Social Work.
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Centre requirements

In addition to the resources required for centre and scheme approval some N/SVQ
schemes have very particular additional needs which centres must address.

Site agreements

The NVQ Code of Practice 2002, QCA Appendix 2, Approved Centre Criteria 1.1.3

makes it explicit that centres must ensure that all assessment sites clearly

understand their roles, responsibilities, authorities and accountabilities. It would

therefore be advisable for centres to have documented and signed (partnership)

agreements with all assessment sites. The content of such agreements must be

devised on an individual centre basis but consideration should be given to the

inclusion of the following areas:

 centre membership requirements/criteria. By implication this might mean the
rejection of some applicants where they cannot or will not meet the centre
membership requirements. eg participating in assessment activities including
attending standardisation meetings

« commitment to centre policies and practices eg policy for candidate
appeals/complaints and access to fair assessment

* access to the workplace and protocols for peripatetic assessors

« responsibilities for establishing and communicating any issues concerning ‘fit
person’ checks as required by the relevant regulator eg criminal records/POVA
clearance checks. These are usually the responsibility of the employer but where
centres are placing students in work places they will need to liaise closely with
placement providers about this area. (The appropriate service regulator identifies
any ‘fit person’ criteria, not the Awarding Body)

« responsibilities for ensuring that candidates are operating in a work place where the
standards of practice fully support candidates to demonstrate their competence.

This listis not exhaustive but may assist centres in identifying areas which need an
explicit statement of commitment from member assessment sites/satellites in order
to avoid future problems.

Registration period
Registration will be for three years or until 31 January 2010, whichever is the sooner.

Where centres offer candidate access to assessment for a period which is less than

that covered by the candidates’ registration with City & Guilds, centres must ensure
that this is understood by candidates.

10 Level 2 NVQ in Health and Social Care (3172)



The qualification structure and standards

The Level 2 qualification contains 4 core units.

At Level 2 all candidates who are employed in the social care sector must be
assessed in the 4 core units plus 2 optional units.

Candidates employed in the health care sector may undertake the 4 core units and
2 optional units or 2 core units and 2 optional units plus 2 other units from the core
or optional units or 3 core units and 3 optional units.

The Level 2 additional units are for continuing professional development (CPD) only
and do not form part of the overall qualification structure.

Qualification structure

Original
Excluded number/ref
City & SSB combination forimported

U-number Guilds number/ref  Title of unit of units unit
Core units
R/102/8668 201 HSC21 Communicate with, and

complete records for

individuals
Y/102/8669 202 HSC22 Support the health and

safety of yourselfand

individuals
L/102/8670 203 HSC23 Develop your knowledge

and practice
R/102/8661 204 HSC24 Ensure your own actions

support the care,
protection and well-
being of individuals

Optional units

Y/102/8672 205 HSC25 Carry outand provide
feedback on specific
plan of care activities

D/102/8673 206 HSC26 Supportindividuals to
access and use
information

H/102/8674 207 HSC27 Support individuals in
their daily living

K/102/8675 208 HSC28 Supportindividuals to

make journeys

Level 2 NVQ in Health and Social Care (3172)
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Original

Excluded number/ref
City & SSB combination forimported
U-number Guilds number/ref  Title of unit of units unit
Optional units (continued)
M/102/8676 209 HSC29 Supportindividuals to
meet their domestic and
personal needs
T/102/8677 210 HSC210 Supportindividuals to
access and participate in
recreational activities
A/102/8678 211 HSC211 Supportindividuals to
take partin
development activities
F/102/8679 212 HSC212 Supportindividuals
during therapy sessions
T/102/8680 213 HSC213 Provide food and drink HSC214
forindividuals
A/102/8681 214 HSC214 Help individuals to eat HSC213
and drink
F/102/8682 215 HSC215 Help individuals to
keep mobile
J1102/8683 216 HSC216 Help address the
physical comfort needs
of individuals
L/102/8684 217 HSC217 Undertake agreed Health CHS5
pressure area care (Skills for Health)
R/102/8685 218 HSC218 Supportindividuals with HSC 219
their personal care needs
Y/102/8686 219 HSC219 Support individuals to HSC 218
manage continence
D/102/8687 220 HSC220 Maintain the feet of Health AMP15
individuals who have (Skills for Health)
been assessed as
requiring help with
general foot care
H/102/8688 221 HSC221 Assistin the Health CHS2
administration of (Skills for Health)
medication
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Original

Excluded number/ref
City & SSB combination forimported
U-number Guilds number/ref  Title of unit of units unit
Optional units (continued)
K/102/8689 222 HSC222 Supportindividuals prior Health
to, during and after GEN4/GEN5
clinical procedures
D/102/8690 223 HSC223 Contribute to moving
and handling individuals
H/102/8691 224 HSC224 Observe, monitor and
record the conditions
of individuals
K/102/8692 225 HSC225 Supportindividuals to
undertake and monitor
their own health care
M/102/8693 226 HSC226 Support individuals who
are distressed
T/102/8694 227 HSC227 Contribute to working in
collaboration with carers
inthe caring role
A/102/8695 228 HSC228 Contribute to effective
group care
F/102/8696 229 HSC229 Gain access to, and
ensure individual’s
homes are secure
11102/8697 230 HSC230 Manage environments Health
and resources during GEN6/GEN7
clinical activities (Skills for Health)
R/102/8699 232 HSC232 Protect yourself from the ENTO W7
risk of violence at work (Employment
National
Training
Organisation)
Additional units
A/102/8700 233 HSC233 Relate to, and interact

with individuals

Note —Unit HSC231 has been deleted by the Standards Setting Bodies and now
appears as an additional unit in Level 3 (HSC374).

Level 2 NVQ in Health and Social Care (3172)
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U-number

City &
Guilds

SSB

number/ref

Title of unit

Excluded
combination
of units

Original
number/ref
forimported
unit

Additional units (continued)

F/1102/8701

234

HSC234

Ensure your own actions
support the equality,
diversity, rights and
responsibilities of
individuals

J102/8702

235

HSC235

Enable individuals to
negotiate specific
environments

L/102/8703

236

HSC236

Receive, and store
medication and products

Health CHS1
(Skills for Health)

u/no2/8773

237

HSC237

Obtain and test capillary
blood samples

Health BD5
(Skills for Health)

R/102/8704

238

HSC238

Obtain and test
specimens from
individuals

Health CHS7
(Skills for Health)

Y/102/8705

239

HSC239

Contribute to the care of
a deceased person

D/102/8706

240

HSC240

Contribute to the
identification of the risk
of danger to individuals
and others

H/102/8707

241

HSC241

Contribute to the
effectiveness of teams

K/102/8708

242

HSC242

Receive and pass on
messages and
information

M/102/8709

243

HS5C243

Monitor, handle and
maintain materials
and equipment

H/102/8710

244

HSC244

Manage and organise
time and activities to
support individuals in
the community

K/102/8711

245

HSC245

Receive and monitor
visitors

M/102/8712

246

HSC246

Maintain a safe and
clean environment
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Value statements

The key purpose for those working in Health and Social Care settings has been
identified by the SSBs to be: ‘to provide an integrated, ethical and inclusive service
which meets agreed needs and outcomes of people requiring health/or social care’.
Implicitin this statement is the core assumption that the human rights of these
people will be safeguarded at all times.

Availability of standards
The Standards and Assessment Requirements (SAR) document which contains the core
units for this qualification are issued in a hard copy to each candidate on registration.

The Standards and Assessment Requirements (SAR) document and a full set of the
units for this qualification will be available to the centre, either on CD-ROM or in pdf
format on the City & Guilds website (www.city-and-guilds.co.uk).

Mapping of old standards to new
This qualification replaces the 3152 Level 2 NVQ and the 3155 Level 2 SVQ in Care.

There are no opportunities for direct transfer of units from the old to the new
qualifications. Centres must use the APEL assessment method to confirm
transferability of any existing evidence to units in the new N/SVQ structure.

Level 2 NVQ in Health and Social Care (3172) 15
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Assessment method requirements

The guidance in this section is based on and amplifies the assessment strategy
developed for the N/SVQ in Health and Social Care.

External quality control

External quality controlis provided by the usual City & Guilds external verification
process including the use of the electronically scannable report form which is
designed to provide an objective risk analysis of individual centre assessment and
verification practice.

The UK Alliance for Social Care and Skills for Health have established an awarding
body forum at which issues arising from the external verification process will be
discussed and resolved.

Imported units
Some units in the new N/SVQ qualifications have been imported from existing
N/SVQs, for example:

Unit HSC232 Protect yourself from the risk of violence at work (ENTO W7).

Therefore some candidates may have completed units as part of an N/SVQ, which
can be transferred directly into this qualification by presenting the original certificate
to the centre. Thisis all that is required so long as the unit previously achieved is
identical to the one in the qualification and that authenticity has been established.

External Verifiers will carry out checks to ensure centres have appropriately applied
this process.

Accreditation of Prior Experience and Learning (APEL)

Some candidates for this qualification may have undertaken training in the past and
will be experienced in Health and/or Social Care. Therefore all centres delivering the
qualification should provide the opportunity for candidates’ prior experience and
learning to be assessed and accredited. This should form part of the candidates’
initial assessment.

Should any opportunities for APEL be identified it isimportant that a complete

process of accreditation of prior experience and learning is undertaken by

ensuring that:

* It coversrelevant or appropriate experience from previous activities as well as
accredited learning and qualifications.

* lItisincorporated into the assessment planning with details of how this will
take place.

« Mapping of prior learning to the National Occupational Standards to identify gaps
is documented and auditable.

+ Assessment methods or processes for accreditation of prior experience and
learning are documented and made available to the external verifier.

+ Theaudit trail covers the whole process and methodology of Accreditation of
Prior Experience and Learning.
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+ The authenticity and currency of presented evidence is established by
the assessor.

* Where observation or expert witness testimony is a unit assessment method
requirement, this activity is undertaken after candidate registration for
the qualification.

In considering the appropriateness of any single piece of evidence the following

should be considered:

+ Content—the degree to which the content of any previous accredited learning
meets the requirements of the National Occupational Standards against whichitis
being presented as evidence.

« Comprehensiveness of Assessment —ensure that all the learning derived from the
content has been assessed. If only a proportion has been assessed, then the
learning for the ‘non-tested’ areas cannot be assumed.

+ Level-the degree to which the level of learning offered and tested, relates to that
required by the Health and Social Care N/SVQ.

+ Performance and Knowledge —the degree to which the previous learning covered
both performance and knowledge. Some learning will only have offered and
tested the latter, in which case the Accreditation of Prior Learning can only cover
this aspect. Performance will require further assessment. Although unlikely, the
reverse (performance tested but not knowledge) could be true in which case
knowledge and understanding would need further assessment.

» Model of Learning —difficulties can arise in mapping learning gained from
non-competence based learning programmes into competence based models.

+ Relevance of Context—the degree to which the context of the learning gained and
assessed relates to the current context of candidates’ work roles. If the context
was different, assessors will need to satisfy themselves of candidates’ ability to
transfer the learning gained into their current setting.

» Currency —how recently the learning was gained. Candidates would need to
demonstrate current knowledge and understanding of areas such as legislation,
policy and practice etc, which may have changed since the previous learning
programme was undertaken.

 Authenticity —how the ownership of the evidence is established to ensure it was
generated by the candidate.

Performance evidence requirements

Evidence of candidate performance will usually be derived from assessor observation
or testimony from an expert witness of the candidate carrying out real work activities
in the workplace.

Detailed guidance, is provided in each unit on the use of these and all other
acceptable performance assessment methods.

The entire scope of each unit (previously called the range) does not usually have to
be covered, only those aspects which directly relate to candidate’s work roles.

Level 2 NVQ in Health and Social Care (3172) 17
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Where ‘individual” is mentioned, this means the person actually using the health or
social care services.

In order to complete these qualifications at any level, candidates must provide
evidence of experience from caring for more than one individual, exceptin
circumstances where a carer is working for only one individual for the total period of
their assessment. Advice must be sought from City & Guilds before a candidate
working with/for only one individual is registered for the N/SVQ.

Thereis a requirement for the assessor to take the leading role in the assessment of
observed candidate performance in the four core units. Where only two core units
are undertaken, the assessor must also observe candidate performance in at least
two further units.

The structure of this qualification makes it unlikely that any one assessor will have
the necessary vocational competence to be able to assess every unit. Therefore the
use of experts, able to contribute to candidates’ assessment, will be of considerable
assistance to centres in providing candidates with access to those who can testify to
their competence in the work-place. It may also ensure that the individual’s privacy
and confidentiality are not infringed.

The assessor or co-ordinating assessor will decide on the appropriateness of all
evidence including Expert Witness Testimony and on whether or not it should be
included in candidates’ portfolios.

Regardless of the evidence source, assessment method and means of recording, the
legal requirements and best practice in relation to maintaining the confidentiality
and rights to dignity and privacy of the individuals must be upheld.

Knowledge evidence requirements

Candidates must be able to apply the specified knowledge and understanding to
their work practice and therefore, most usually, knowledge and understanding will
be apparent in candidates’ performance evidence. If the assessor cannot positively
infer the knowledge and understanding from candidates’ work practice they should
question candidates or, if appropriate, use professional discussion to elicit the
required knowledge. Assessors must retain records of questions and answers or the
focus and outcomes of professional discussion.

Professional discussion, where used, must be conducted by candidates’ assessors
and is most appropriately used in the Health and Social Care N/SVQs to elicit
underpinning knowledge, explain how to deal with contingencies and clarify or
expand on evidence presented in portfolios. Professional discussion must be
included in candidates’ assessment plans and thereby agreed in advance with
candidates. The assessor should not use professional discussion merely to ask a set
of prescribed knowledge questions. Its value at level 2, and possibly at level 3, is
limited given that observation is the major assessment method requirement. It
would however be appropriate for use at level 4.
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A summary of the areas covered and the outcomes of the discussion must be
recorded. If audio visual recording is used it must be of a good enough quality to be
clearly heard/seen. Tapes must be referenced and marked to allow verifiers quick
access to the evidence they have planned to sample. The evidence must be
trackable and accessible.

Simulation
Simulation is only allowed in very few units within this N/SVQ, eg:

Unit HSC22 Support the health and safety of yourself and individuals (element c only).

The overarching principle to be applied to units identified as suitable for simulation is

that it should only be undertaken in a minority of cases where

+ thereisahighrisk to the security or safety of candidates, individuals, key people
and others

 the opportunity to present evidence from work-based practice happens
infrequently and therefore insisting that candidates wait for such an occurrence
would be unreasonable or create blockages in the assessment system and might
carry the risk of de-motivating candidates

+ there would otherwise be a breach of individuals’ confidentiality or privacy.

Level 2 NVQ in Health and Social Care (3172) 19
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Role and occupational expertise requirements

The guidance in this section is based on and amplifies the assessment strategy
developed for the N/SVQ in Health and Social Care Level 2.

Assessors

Assessors must:

* be occupationally competent. This means that each assessor must be capable of
carrying out the functions covered by the units they are assessing to the standard
described within them, according to current sector practice. This experience
should be credible and maintained through clearly demonstrable ongoing
Continuous Professional Development

+ have knowledge of the appropriate Health and Social Care setting; the regulation,
legislation, codes of practice for the service and the requirements of national
standards at the time of assessment

+ have knowledge of, and adhere to, codes of practice and values embedded in the
NOS. Assessors should be able to recognise and use opportunities to assess the
values holistically

+ takethe mainrole inthe assessment of observed candidate performance.
Assessors are expected to take on this role in relation to at least the core units of the
award. Where only two of the core units are undertaken, assessors are expected to
observe candidate performance in relation to at least two further units

 hold or be registered and working towards the appropriate assessor qualification.
Achievement of the qualification will need to be within the identified timescales
currently A1 or A2 to be achieved within 18 months of starting assessing.
Assessors who are not qualified against the appropriate D/A units but have the
necessary occupational competence and expertise can be supported by a
qualified assessor who does not necessarily have the occupational expertise or
experience, but who has occupational competence across some units, a relevant
occupational background and holds an appropriate D/A units qualification

+ take responsibility for assessing either a whole qualification or individual units.

Co-ordinating assessors
The usual expectation is that individual candidates are supported by one assessor.

Where more than one assessor is required, the lead assessor must take on the
responsibility of coordinating the assessment process and ensuring that
assessment takes place.

Those Co-ordinating assessors undertaking observation must meet assessor
requirements as detailed above.

Expert witnhesses

‘The use of expert witnesses is encouraged as a contribution to the assessment of
evidence of candidates’ competence, where there are no occupationally competent
assessors for occupationally specific units.’

Level 2 NVQ in Health and Social Care (3172)



The role of the expert witness is to provide testimony to the competence of
candidates in meeting the National Occupational Standards identified in any given
unit. This testimony must directly relate to candidate performance in the work place,
which has been seen by the expert witness.

The expert witness must:

+ have a working knowledge of National Occupational Standards for the units on
which their testimony is based

» have current expertise and occupational competence ie within the last two years,
either as a practitioner or manager

and

* have either a qualification in assessment of workplace performance eg D32/33,
A1/A2 or L20

or

+ have a professional work role which involves evaluating the everyday practice of
staff working in Health and/or Social Care.

A supervisor/manager acting as an expert witness would need to evidence their
expertise, including their supervisory/management responsibilities by providing a
CV, plus job description or role profile to the centre.

A peer, identified as appropriate to be an expert witness, would need to provide to
the centre, a CV, ajob description or role profile plus their original certificates of
qualification in assessing work-place performance such as D32, D33 or A1, A2 or
L20. Centres will authenticate these by signing and dating a photocopy which must
be retained on centre files.

Peers identified as appropriate for the role of expert witness, but who do not hold a
qualification in the assessment of work-place practice, could take on the role so long
as they are registered and working towards the achievement of an appropriate
qualification. Unit L20 — Support competence in the work-place, from the
Learning and Development NVQ would be an ideal qualification.

All expert witnesses must be inducted by the centre so that they are familiar with the
standards for those units for which they are to provide expert witness testimony. They
must also understand the centre’s recording requirements and will need guidance on
the skills required to provide testimony for the National Occupational Standards.
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Witnesses

There are no specific occupational expertise requirements for witnesses. Witness
testimony can provide evidence to establish consistency in candidates’ practice
and/or to evidence events which are difficult to plan to observe. In order that the
assessor may make an informed judgement about the contribution of the witness
testimony to the overall evidence presented for a unit or qualification, a statement of
the witness’ status should be included in candidates’ portfolios of evidence. This can
be done by using the Witness Status list (form N/SVQ5) or including it as part of the
witness testimony itself. The statement should indicate the relationship between
candidates and witnesses and should enable assessors to judge the extent of the
witness’ knowledge of the National Occupational Standards and understanding of
the workroles involved.

NB The use of witness testimony from their relatives or those with whom candidates
have significant personal relationships is not acceptable.

In some instances it may be appropriate for service users to provide witness
testimony for candidates eg Home Carers. Assessors need to give clear guidance to
candidates about ensuring that no pressure is placed on service users when they
request witness testimony. In addition, assessors should check to establish
testimony has been appropriately and freely provided.

Centres are responsible for ensuring that service users fully understand the uses to
which the witness testimony will be put. Testimony from service users should not be
used if they are in any way concerned about the inclusion of their signed witness
testimony within a portfolio of evidence ,that may be open to scrutiny by people
other than those associated with their care regime.
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Internal verifiers
Internal verifiers must:

be occupationally knowledgeable in respect of the units they are going to verify,
prior to commencing the role

understand the nature and context of assessors’ work and that of their candidates
have credible knowledge of the Health and Social Care setting, the regulation,
legislation and codes of practice for the service, and the requirements of national
standards at the time of any assessment. Credibility of experience and knowledge
should be maintained through clearly demonstrable ongoing Continuous
Professional Development

occupy a position in the organisation that gives them authority and resources to
co-ordinate the work of assessors and undertake all roles specified within the
National Occupational Standards for internal verifiers

hold or be working towards the appropriate IV qualification. Achievement of the
qualification must be within appropriate timescales. Currently D34 or V1 must be
gained within 18 months. Those working towards the qualification must be
supported by, and have their decisions countersigned by a qualified IV. Rarely,
where there is no qualified internal verifier with the required occupational
knowledge/expertise to act as the mentor and counter signatory, the candidate IV
may be supported by a qualified IV from an allied vocational area who has
occupational expertise as a practitioner, manager or trainer. Centres must discuss
and agree this with their external verifier and will only be able to use this
alternative on a strictly time limited basis.

Continuous professional development requirements

City & Guilds expects all those with formal roles in the assessment or verification
process to participate in a minimum of two CPD activities per annum. This can be to
update either vocational skills’lknowledge or assessment/verification
skills’lknowledge. This may be achieved in a variety of ways such as attendance at
conferences; City & Guilds Care Health and Community Quality Improvement
Workshops; centre updating and standardisation events; reading etc. The centre
should maintain records of CPD activity on an individual assessor/internal verifier
basis, thereby providing evidence for the external verifier.
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Recording assessment and evidence

Confidentiality and privacy

At all times individual service users’ (adults/children and young people) rights to
confidentiality, dignity and privacy must be maintained. This means that observations
carried out by those who are not part of the service users’ normal care regimes must
only be undertaken with informed consent from individuals or their advocate. Equally,
any service users’ records, presented as candidate evidence, must remain in their
usual location in the workplace. Under no circumstances should confidential service
user records or photographs, whether anonymised or not, be putinto candidates’
portfolios of evidence. Further guidance on related issues can be found in the
Guidance Updates for City & Guilds Care, Health and Community centres.

Recording forms to use

A comprehensive set of forms is provided in the Recording Forms Document and it is
expected that Care, Health and Community centres will use these as described. As
these forms have been developed for use in all N/SVQs offered by City & Guilds, the
following additional information is provided as regards their use in the Health and
Social Care N/SVQs.

Form N/SVQ7 - Performance evidence record

The column on the right-hand side ‘scope/range ref’ only needs to be completed if
coverage of the scope/range is identified as a requirement rather than as guidance.
This information is available within each unit under the heading ‘About this unit’.

Form N/SVQ8 - Question record
The ‘scope/range ref’ column only needs to be completed, if coverage of the
scope/range is identified as a requirement rather than as guidance.

Form N/SVQ9 - Professional discussion record

If audio-visual recording is used, this form may be used to summarise the content of
the discussion and outcomes so as to provide sufficient information to allow access

to precise parts of the recording by the external verifier. If the form is not supported

by an audio-visual recording it will have to provide more written detail of candidates’
contributions to the discussion.

Form N/SVQ10 - Evidence location and summary sheet

Version 1is the most appropriate to use for units where the scope is identified as
guidance only. Version 1 or 2 can be used for units where the scope is identified as a
requirement. A customised version is available for the core units only and is located
after each unit. Some performance criteria have sub-headings which are preceded
by a letter. A () should be entered if the majority of the subdivisions have been
covered in the piece of evidence being referenced. Alternatively, where only some
of the subdivisions are covered, the subdivision letters should be recorded in the
appropriate box as alternative to a (0).

Form N/SVQ12 - Summary of achievement
Column 3 refers to the date on which the unit was internally verified. A customised
version of this document is provided on the next page.
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Exemplar records

Exemplars are provided to give guidance on how to record the assessment process
(Form N/SVQ6), performance and knowledge evidence (Form N/SVQ7 and 8) and
evidence claims and location (Form N/SVQ10). The names used and the context
described are fictitious.

The assessment plan and review sheet records the assessment process for a

complete unit. The other forms illustrate recordings made for part, but not all,
of the evidence requirements.
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Form N/SVQé6
Assessment plan and review

Candidate name Carol Heem

Cityés
Guilds

Assessorname  J. Goulden

Unit number/s andtitle/s HSC21 Communicate with and complcte records for individuals

This record can be used for single and multiple unit planning

Assessment planning, review,
Date feedback and judgement record

Candidate
and assessor
signatures

Evidence
reference

15.02.05 |Plan1.

Carol has already completed Unit HSC29. She is feeling
more confident but would still like to concentrate on the
completion of one unit. We agreed that | will conduct
holistic observations so as to allow cross-referencing of
evidence to other units at a later date. | explained that as
[ will be assessing peripatetically | will need to identify
evidence sources to confirm the consistency of Carol's
practice and she will need to gain client consent for the
planned observations.

As HSC21is a core unit | must observe Carol in order to
meet the evidence requirements. We went through the
performance criteria, scope and knowledge to identify
evidence gathering opportunities.

We agreed that Carol will:

* bring in the expert witness testimony completed for
HSC29 to be matched to HSC21

® bring in her assignment on communication skills (City
& Guilds Initial Award). I will check currency and
match to the knowledge specifications. Carol
understands that she still needs to demonstrate that she
can apply this learning to her current practice.

e discuss with her client Mrs F (retired teacher) the
possibility of her giving a witness testimony about
Carol's communication with her and her family
— discuss and agree with lvan Mope (manager) and

client Mr J that | will observe Carol on her routine
visit to Mr J on 20.02.05 who has some special
communication needs.

Review meeting 27.02.05

JGCH

Ref1

Ref 2

Ref 3

Ref 4

Level 2 NVQ in Health and Social Care (3172)
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Form N/SVQé CltY&?

Assessment plan and review (continued) ]
Guilds

Candidate
Assessment planning, review, and assessor |Evidence
Date feedback and judgement record signatures |reference
20.02.05 |Observation of Carol assisting Mr J. After checking
consent gained from client Carol was confident, Ref4

reassuring and displayed excellent interpersonal skills.
Gave positive feedback to her about exactly which p.c.s
she had evidenced. Carol will record the observation onto
Ferformance Evidence Record (PER) and we discussed
how to write not only what she had done and also record
why. This will provide some clearly recorded knowledge
evidence. Asked questions which | will record with the JG CH Ref5
responses ready for the next review.

27.02.05 |Unfortunately meeting postponed due to ill health JG
rearranged for 29.02.05

29.02.05 |Review
Read and identified what k.u. the communication Ref 2
assignment could provide.

Read and accepted a very detailed letter written by Mrs F

which gave sufficient information to allow matching to Ref 3
S0Me p.C.5.

Read and accepted the accuracy of Carol's record of my Ref 4
observation. Formally recorded the questions and Carol's Ref5
answers.

Read and matched the EWT from Ivan to requirements. Ref1

Entered all this evidence onto the Evidence Location
Sheet (ELS) so that we can track progress and identify
gaps to ensure precise re-planning.

Plan 2
We still need further evidence to show consistency of Ref 6
Carol's practice and to cover outstanding pc’se. Agreed
that | will observe Carol again with a different client on
03.03.05 — Carol will check this is OK with the client and Ref7
her manager. Carol will show me the service user

records that she completes. As these records are
confidential they will not be placed in the portfolio. The
evidence they provide will be entered directly on the ELS.
[will question Carol about the legal and organisational Ref5
policies and procedures that affect what she does after
the observation and add her responses to Ref b.

Next review date 14.03.05.
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Form N/SVQé6
Assessment plan and review (continued)

Cityés
Guilds

Date

Assessment planning, review,
feedback and judgement record

Candidate
and assessor |Evidence
signatures |reference

03.03.05

14.03.05

Observation — Carol and | checked it was still ok with Mrs
K for me to observe. Carol performed well; she was
patient and considerate with a client who can present
challenging behaviour on occasions. This will provide
some evidence for HSC23 & HSC24 which we will match
to the requirements after this unit is complete. Checked
confidential product evidence — (service user records)
which were all filled in appropriately — legible and correct
avoiding value judgements. Carol to write up observation
on PER ready for the next review. Questions asked about
what legislation and policies/procedures had applied in
this situation — answered fully. | will record these on the
Question Record before the next review date.

Review

Read and accepted the PER of the observation from
03.03.05 - Carol had missed a couple of points so |
added them in at the bottom of the page.

All evidence entered onto the ELS. Checked that all p.c.s,
k.u. and appropriate scope covered and that all required
dates and signatures were complete. This unit is now
complete as there is sufficient, current, valid, reliable,
authentic evidence to demonstrate consistent competent
practice.

Agreed to meet on 186.03.05 to cross-reference evidence
presented in this unit to other units for which they will
provide evidence.

JGCH

Ref 6

Ref7

Refb

Ref ©

JGCH

The above is an accurate record of the discussion

Candidate signature Cﬂm}{ Heem

Date 14.03.05

Assessor signature )(r/m Golden

Date 14.03.05

Level 2 NVQ in Health and Social Care (3172)
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Form N/SVQ7
Performance evidence record

N/SVQ/unit

Health and Social Care Level 2

Cityés
Guilds

Candidatename Carol Heem

Use this form to record details of activities (tick as appropriate)

Observed by your assessor @

Seen by an expert witness D

Seen by witness

Self reflective account

[]
]

Evidenceref: 4

Unit numbers: HSC21

NB Your assessor may wish to ask you some questions relating to this activity. Ensure they are recorded in the
appropriate box overleaf. The person who observed/witnessed your activity must sign and date overleaf.

Links to Date of activity: Links to
Scope/ |Knowl/
Unit |Element |PC range |u/stand
ref |ref ref | Performance evidence ref ref
lintroduced John to Mr J and explained that he would NA
be watching me and might want to ask him about how 2
I help him. Mr J emiled and agreed. | had to stand in 9
front of Mr J (| always do this) because he needs to
21 b 2a |see myface clearly as he is deaf in his right ear and
21 a 1 also has problems with his left ear. | know this
because it was in his care plan and he and his
daughter told me. Mr J and | get on well and we have 3b
a chat about all sorts of things he likes to call me
‘honey’ which | am ok with. He likes me to call him by
21 a 2 his first hame, although some clients don’t like you to.
Mr J has had a stroke so can’t get his words right
sometimes and | have to be very careful not to finish
his sentences for him. He can get angry if people do
21 a 3+4 |that.|let him talk and dont interrupt or rush him. He 7
21 c 6a, |hasgot worse over time so | have to speak really
b clearly and check he has heard me.
| asked him how he had been feeling since my last
visit as he had been a bit poorly with a cold. He said
he was better now but that he was worried having been
for a hearing check at the hospital. | nodded my head
and looked at him in a way to show my interest,
21 b 1 curiosity and concern. | repeated back to him that he 9
21 c 3+6a | was worried about something and did he want to talk
21 b 3+4 |aboutit. | sat down and waited for him to tell me what
21 b 4,5 |was the matter. He said he was needing a new
21 c 1 hearing aid but that the digital one seemed very
expensive and he didn’t know if it was worth it at his
21 c 2 age or whether he could afford it. | suggested that it
30 Level 2 NVQ in Health and Social Care (3172)




Form N/SVQ7
Performance evidence record (continued)

Cityés
Guilds

Unit
ref

Element
ref

PC
ref

Performance evidence

Scope/ |Knowl/
range |u/stand
ref ref

21
21

21
21

21

21

21

S+4a

would be a good idea to get more information and
that | could report on his concerns to his daughter
and my boss to see if there was anyone else he
could talk to or where to get more information. He
agreed about lvan knowing but not his daughter and
I said | would tell him tomorrow. We talked about
how he was feeling and whether he was ready for his
shower this evening. Mr J likes to shower at night to
help him relax, he hates baths. Sometimes if he is
cold and not feeling good he just has a bed bath. |
always record everything so that we can monitor how
he is and facts like he doesn’t want his daughter to
know his worries.

He decided he would have his shower and joked
about John coming in too but we all agreed it would
be daft. | helped him out of his chair and to the stair
lift encouraging him to do as much for himself as
possible.

John waited until after the shower.

I got Mr J a glass of water so he could take his
tablets —he does his own medication but | have been
asked to check he gets it right —he makes a joke of
not being able to count, but he can really. | made a
note it was all ok and we said goodbye when Mr J
was ready. | reminded him what time | would be back
tomorrow. | rang my boss to pass on the concerns
and ask advice on the hearing aid problem.

N.A.

10
12
13

24

25

| confirm that the evidence listed is true.

Assessor/ExpertiWitness™* signature )(r/m, Gm/c[d,gn

Date 29.02.05

*delete as appropriate

Candidate signature

Carol Heem

Date 29.02.05

Assessor sighature

j(r/m Godden

Date 29.02.05

Internal Verifier signature and date (if sampled)

Level 2 NVQ in Health and Social Care (3172)
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Form N/SVQ8 Clty&?

Questioning record )
Guilds
Ref. b

N/SVQ/unit HSC21 Communicate with and complete records for individuals

Candidatename Carol Heem

Links to: Assessor’s questioning record
unit/element/ -
Questions Answers
pc/scope/range/
knowledge
KS1 Why did you agree to not involve Because Mr. J . has a right to his own
his daughter? personal information and to decide who
may/or may not receive it. It's part of
our policies and the law that all
information is confidential to the
individual unless there is a serious risk
to themselves or others. | must respect
Mr. J’s wishes.
29.02.05
NB This form may be added to
so that questioning used,
throughout the assessment
for the unit, is recorded.
The above is an accurate record of the questioning.
Assessor signature j(f/tn Golden Date 14.03.05

Internal Verifier signature and date (if sampled)

(photocopy as required)
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Learning and support resources
The following list is not exhaustive, but indicates the documents which are
considered essential for centres when delivering N/SVQs:

The NVQ Code of Practice (QCA) or the SVQ Criteria and Guidance for Awarding
Bodies (SQA)

Assessing NVQs (QCA)

Internally Verifying NVQs (QCA)

City & Guilds Guidance on Internal Verification of N/SVQs

Providing City & Guilds Qualifications (Care, Health and Community centres should
also make reference to the Care Health and Community appendix in this document)

Other City & Guilds publications

Ensuring Quality (all editions)

Guidance Updates to City & Guilds Care, Health and Community centres:
N/SVQ and VRQ Standards Assessment and Process issues

News and Product Updates

City & Guilds Smartscreen

Health and Social Care N/SVQ Level 2 ISBN 07487 9319 4 (published by
Nelson Thornes)

Glossary
Definitions and explanations of the terms used in this qualification are provided in
the Key Words and Concepts section of every unit.
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(z£1€) @4e) |RIDOS pUE Y3|B3H Ul AN T [9A97] €

(€20 40 SPIOM QOG JO JUBWINI0P
| pue Z'Z2 40} SpAoM Q0G JO S1UBWINJ0p g 89) saliAnoe Jo adods pue
Jaguinu 8yl $s040e 92UBpPIAS 3plAc4d 01 8]0L 89 10U 1Y3IW 31eplpued YL !

(SpJepuels ul pa1els A[3idljdxa Jou 1 |) pasn s || JI paduspIAS 8q PINod x

pJepuels ayi ul palinbai JoN X

(IS 8400 40 A8 83 UIyIm suoadun} ay3 ano Aded 03 Ayluniioddo
JO paau e S| aJayl Jl 92UBPIAS 108]|02 01 B|ge 3G JY3IW JB3IOMBYL  SJIjb3

Aa)|

"/9-G¢ saded
UO UMOUYS aJe uoliedllienb siy 4oy sjj1ys 8400 aya pue s||1ys Aay ayi jo 3uiddey

suiddeuw s||pjs a10)/Aa)



(z£1€) a4e) |e1dOS pue y3jeaH ul OAN € [9A37] 9¢

S1UBWBABIYD. UNOA J0 82UspIAs apiroJd pue uosiad arelidoidde ue yrum ssaidoid mainay czdl

aouewopad UnoA anosdwi pue s3adiel 19aW djay 03 ue|d JnoA 3uisn ‘ujulea] JNOA IN00e SUOISIDBP BUWOS J0) AJljigisuodsad axel zzdl

JoW a8 ||IM 858yl Moy ue|d pue uosiad arelidosdde ue yim s1adie11as djoH l'ed]

Z [8A87 92UDWIOLI8d pUD SUIUIDST UMO Sulroldu]

3U0| SPJOM 00G 1SB3| 1B 80 1SNW JUBWNI0P BUQ "UOIIRWIOLUI JUBJBLIP SUIAI BUO YIBd SIUBINIOP JO S8dAT JUBIBLIP OM] BIIM o)

3U0| SPJOM JO WUNWIUIW B 80 1SNW JUBWNJ0pP YdeT *123[gNns awes syl IN0ge SJuswind0op 0M] 1Sea| 1e W04} UOIIRWIOUI 8SIBLUWINS pUR peay za
S9INUIW N0} 15e3| 18 JO ¥|e] B BAID qL'ezd

uolssnasip dnoJg e ul1ed axe| e1'Zd

Z |9A37 uoneIIUNWWo)

sdulpul} JnoA Juasald pue suolje|nd|ed JNoA Jo s3nsal ayl 184diaiul €' ZN

ae|nwJo} uisn p
so1s1els duljpuey 2
uonJodoud 4o soeas q
$97IS 4O Sjunowie e
“Y2IM Op 01 SUOINR|ND[BD 1IN0 AJJed 01 UONBWIOIUI INOA 8N YAYAN

92JN0S 9|grINS B WOJ) UoieWIOoul 124da1u] I'ZN
Z |Iana7 4.aquinp jo uonediddy

op 3snw noA Jeym juauodwod s|njs Aa)
SIS A8l  |anaT



(z£1€) @4e) |RIDOS pUE Y3|B3H Ul AN T [9A97] LE

SJBY10 YM MJom arosdul 01 SAem 8a43e pue sUoiINgLIIu0d JN0A Malnay € ZOM
SaAN28[go palnuapl ayl SuiAsiyde spaemol Ajoairesado-00) YoM Z'COM
SJ9YJ0 YIIM MIOM UB|d L'COM

Z 19787 548430 YHUM SunjIoMm

S]1XS BUIA|0S WiB|qo4d aAodwil 03 SAem AjI3uspl pue PaAj0S Usaq sey wia|go4d ay3 ji 328y €¢5d
wia|qo.4d ay1 BUIA|0S JO ABM BUO 1588| 1B IN0 AJ] pue ue|d Z2°€5d

11 3UIPDEeY JO SAem JuBlayIp Ajnuapl pue ‘uosiad ajelidoidde ue wouj djay yim ‘wajqold e Ajnusp| 1'ZSd
Z |9787 8UIAJOS Wd[qoid

Jaquinu yum adewl 4agquinu Yim 1xa3 ‘edew] Yim 1xa3 se YdNns Uo1iew.iojul paulquiod Juasald cz1ol
UOIIRLIIOLUI MBU SALISP pue 3SB1 8yl 1INS 01 UOIIRWIOUI 8yl dojaAsp pue Jajul rardl]

Spaau JNOA 198W 03 UOJI_WIOUI 123]8S pue 10} YdJeas e

C [3A37 101

op 3snw noA Jeym

juauodwod s|»|s Aa)



(z£1€) a4e) |e1dOS pue y3jeaH ul OAN € [9A37] 8¢

£'C5d € COM €20
¢'¢Sd ¢'COM &2
X l'¢Sd l'COM X X el¢o sy4odal pue spJodaJ a1epdn pue SS82dV PLZISH
£°C5d €°COM
¢'¢Sd ¢ COM
X 1'¢Sd l'COM ¥ X el'co S|enpiAipul Yyim aiediunuwo) 31 ¢JSH
£'¢5d £ COM
¢'¢Sd ¢'COM
X 1'¢Sd l'COM X X el¢o SUJB2U0D pue suosanb sjenpialpul 0 puodsas pue uslsiT g LZISH
£'C5d € COM
¢'¢Sd ¢ COM z2'co
X l'¢Sd L'COM ¥ X Bl'ZD| UOIRIIUNWIWOD JO SWJ0}158Q 8yl Ajlauap! 0 SISY10 PUe S[enpIAIpUI YIM YI0M B LZISH
Aw\_ou .N |9A3| .:O_.._.mu_::EEOUV S|enpiAlpul 10} spi0dad wuw_n_EOu pue .r_..-_>> ajediunwwo) LgJSH Hun
Sliun 3103 ¢ |9A97 a4ke) |eld0S pue yljeaH
@Juew.ioyiad Suinjos | sIBYI0 Yyum 101 Jaqunn jo swwo) SON
Sulwieaiumo wa|qoid Supjiom uonesiddy
Suinoadw
slIDS Aa

dunsodusis s|njs Aa))



(z£1€) @4e) |RIDOS pUE Y3|B3H Ul AN T [9A97] 6€

£°C5d €°COM
¢edl c'¢Sd ¢'cOM
1'2dT 1'Z5d L'COM x X e1'ed }40M JNoA 81en[eA3 egZISH
(9409 ‘g |9A9] ‘Juawdo|ana( |euOISSa}0.1d puk |[eU0SIad) 92130eid pue adpajmou)] JnoA dojaaaq €ZISH Hun
€'¢Sd €°COM €20
¢'¢Sd ¢'¢COM 122D
X l'¢Sd L'COM % X oA S910UB3JaWd YIIM BB 01 UOIIDe 8.l 9ZZISH
£'CSd €COM 1£20
c'¢5d ¢ COM &2
X A I'ZOM X X 0LZ) 3}4om noA adejd ayi ul A1ajes pue yijeay 1oddns suoiide UnoA ainsu3 qzgISH
£°C5d €°COM
Z'¢Sd ¢'cOM 1220
X 1'Z5d L'COM X X 012z SNIAII0E }JOM UIBB0 NOA 810J80 328y A18)eS pUe Yl|eay 1no Alie) eZzISH
(9403 Z 193] A3ajes pue yjjeaH) sienpiaipul pue }|9sinoA jo Ajajes pue yjjeay ayl 1oddns zzaSH Hun
(panuiauod) sjiun a10d g |[9A37] a4e) |BI20S pue YljeaH
2ouew.opad Suinjos | S19Y10 Yam 101 Jaquinn jo swwo) SON
Suiuiea]umo wajqoid Supjaom uonedddy
Suinoadw

SIIMIS A




(z£1€) 341e) |E1D0S pUuk y3jeaH ul OAN Z [9Aa1 o

A € COM 1€°C0
c'¢5d ¢’ COM 1C°C
X 1°25d L'COM ¥ X e1¢o S|enpiAlpul JO U01109304d 8y U1 1SISSY D7 ZISH
£¢sd €'COM
C'¢5d ¢’ COM
X 1'Z5d L'ZOM x X ered Anudip pue 10adsau yym ajdoad 1eal| ayzISH
£¢5d € COM
c'¢sd ¢’ COM
X 1°¢5d L'COM X X ered 950042 Aayl Aem a1 Ul sjenpialipul 1oddns pue 01 81e|9y eyZ)SH
(2102 ‘Z 193] ‘a1e) Jo sajdidulid) sjenpiAipul Jo Sulag-jjom pue uoijdajold ‘aied ayj 3aoddns suoijdoe umo anoA ainsul yZISH Jun
€¢dl £C5d € COM 1€£°C0
¢'cdl 2'¢5d ¢’ COM 120
L'zd1 1'Z5d L'ZOM % X ered OM INOA U1 93pajmou pue sj|i3js paroldul pue mau 8sn GEZISH
(panunuod) (2403 ‘g |9A3] ‘Jusawdojanaq |euOISSa}0.d puk [euosiad) ad13doead pue adpajmoud 1noA dojanaq €zISH Hun
(panuijuos) s}un 3103 g |9Aa7 a4e) |BID0S pue yjjeaH
93uew.Jo}idd SUINj0S | SI9YI0 YyIMm 121 Jaquny jo swuwo) SON
Suluieaqumo wajqoid Supjaom uonedddy
Suinoidwy

s[Is Aax




(z£1€) @4e) |RIDOS pUE Y3|B3H Ul AN T [9A97] (84

£Z5d €ZOM q'oz'ZN
2'¢Sd 2 COM
X 1'ZSd L'ZOM x L'ZN eL'zd|  Spaau|euosiad pue d)3sawop 419y} 393w 0} sjenpiaipul 3aoddns 6ZISH Hun
£5d €ZOM
2'¢5d Z'ZOM
X 1'25d L'COM x X eLed sAauinol aew o3 sjenpialpul 310ddns 8ZISH Hun
£5d €'ZOM
2'¢5d ' COM
X 1'zSd L'ZOM x X el'Zd 3uinll Ajrep s18y3 ui sjenpiaipul Jioddns £ZISH Hun
€25d €'ZOM
2'¢5d 2 ZOM 440
X asYe l'ZOM X X e1'zd uoljew.ojul asn pue ssadde 03 sjenpiaipul 3ao0ddns 9gISH Jun
gezdl £25d €'ZOM €720
z'Zd1 2'¢sd 2 ZOM 40 sanjAnoe ueyd
L'zd1 1'25d L'ZOM x X ered aied jo ue|d ay1d3ads uo oeqpaay apinoid pue 1no Aiie)d GZISH Hun
sjiun jeuoijdo g |9Aa7 a4e) |eID0S pue YjjeaH
aiuew.opad SuInjoS | SJ9Y10 Yam 101 Jaquinp jo sSwwo) SON
Suiuiea]umo wajqoid Supjaom uonedddy
Suinoadw

SIIMIS A




(z£1€) 341e) |E1D0S pUuk y3jeaH ul OAN Z [9Aa1 v

£25d €'ZOM €20
z'zsd Z'COM q'nz'ZN 220
X '¢Sd L'COM ¥ Z'¢N el'zco Julp pue 3ed 03 sjenpialpul djaH #1ZJSH Hun
£25d €'ZOM €20
2'25d Z'ZOM q'oz ZN
X 1'ZSd 'ZOM M ZZN eLred S|enpiAipul 10} Julip pue pooj apinoid €1ZISH Hun
€'25d €'ZOM
z'75d Z'COM €20
X 1'25d L'ZOM x X eL'zd suoissas Adesay Suunp sjenpiaipul 3aoddns Z1ZISH Hun
€25d €'ZOM €20
z'25d Z'COM 220
X 1'ZSd L'ZOM M X e1zd saljiAI3de Juswdolanap ui 3ied ae} 03 sjenpiAlpul 3i0ddng L LZISH Hun
£25d €ZOM €20
z'zsd Z2'COM 220 S3aljIAIlde [eUOl}eaIdII
X 1'ZSd L'ZOM M X eregd ui ajedidnied pue ssadde 03 sjenpiaipul 1oddns 0LZISH Hun
(panuijuod) sjiun jeuonydo g [aAa7 a4e) [BI120S puk YjjeaH
aouew.opad SUINjOS | SI9YI0 YyIM 101 Jaqunn jo swwo) SON
Suluieaqumo wa|qoid Supjaom uonedddy
Suinoidwy

s[Is Aax




(z£1€) @4e) |RIDOS pUE Y3|B3H Ul AN T [9A97] 1314

£Z5d €ZOM £ZN
2'25d Z'ZOM q'0Z ZN 220
X 1'ZSd L'ZOM x L'ZN el'zd @Juaunuod adeuew o3 sjenpiaipul poddns 61ZISH Hun
£25d €'ZOM €ZN €20
z'Z5d Z'ZOM 220
X 1'2Sd L'COM % q‘ez’¢N ezd spaau a.ed |euosiad 418y} yum sjenpiaipui Jaoddns 81ZISH Hun
£25d £'ZOM €20
z'Zsd Z'ZOM 220
X 1'2Sd L'COM x X eL'ed aied eaJe ainssaid paaide axyepdpun LIZISH HUN
£Z5d €ZOM €20
2'Z5d Z'ZOM 220
X 1'Z5d L'ZOM * X eLzd s|enplAlpul Jo spaau 3io4wod |edisAyd ayj ssaippe d|aH 91LZISH Hun
£25d €'ZOM €20
z'zsd Z'ZOM 220
X 1'2Sd L'COM x X ezl a|iqow daay| 03 sjenpiAlpul d|aH SLZISH Hun
(panuiauod) syun jeuoiydo g |aAa7 a4e) |eI20S pue YjjeaH
aiuew.opad SuInjoS | SJ9Y10 Yam 101 Jaquinp jo sSwwo) SON
Suiuiea]umo wajqoid Supjaom uonedddy
Suinoadw

SIIMIS A




(z£1€) 341e) |E1D0S pUuk y3jeaH ul OAN Z [9Aa1 4%

£¢5d €COM 1£°20
¢'¢5d ¢ ¢COM ECN 1C°CO
X 1'25d L'ZOM « ZZN erzd S|enpIAIpUl JO SUOI}IPUOI 3y} PJ0J3J pUE JOHUOW ‘BAI8SA0 ¥ZZISH HUN
£25d € COM 1E£°20
¢'¢5d ¢'COM 1C°CO
X 1'Z5d L'ZOM x X eLzd slenpiAlpul Suljpuey pue SulAow 03 83NqLIIU0D £ZZISH HUN
£¢5d € COM 1£°20
¢'¢5d ¢ ¢COM 1C 2D
X l'¢5d L'COM ¥ X e1'¢d| sa4npadoud |ediul|d 4a34e pue 3ulinp ‘o3 Joud sjenpialpul 3aoddns ZzZISH Hun
£25d €COM ECN 1£°20
¢'¢5d ¢’ cOM q'nzZN 1C°CO
X l'¢5d L'COM x L'¢N e1'¢d uoljedipaw jo uoljesisiuliwipe sy} ul 3sissy LEZISH yun
€25d € COM €20
¢'¢Sd C'COM A #9) 942 300} [esduasd yum djay suiiinbaua
X l'¢5d L'COM * X e1'¢d Se passasse uaaq aAey oym sjenpiAaipul o 1934 3y} ulejuiey 0¢¢ISH Hun
(panuiauod) syun jeuonydo g |aAa7 a4e) [eID0S pue YjjeaH
9JUBWI0LIdd SuInj0S | SI9Y10 yIMm 101 Jaquinp jo swwo) SON
Suiuieaqumo wajqoid Supjaom uonedddy
Suinoidwy

slis Aayl




(z£1€) @4e) |RIDOS pUE Y3|B3H Ul AN T [9A97] 14

€'¢Sd €COM €¢I
¢'¢sd c'¢cOM 1C°CI
X 1'ZSd l'COM ¥ X erzd 94N23s aJe saWoY ,S|enpiAlpul 31nsuad pue ‘0] $sadJe ulen 6ZzISH Hun
€'¢5d €'COM
¢'¢sd ¢'¢cOM
X 1'¢Sd L'COM X X el'ecd a4e2 dnou3d aAI1123448 03 8IN(1I3U0D 8ZZISH Hun
€'¢Sd €coOM 1€°C0
C'¢Sd c'cOM 1C'CO 9]04 ulied
X ASYS L'COM * X el'ed 33 Ul S131eD YHM UOI3RI0qe|[0D Ul SUDJ4OM 03 8INqIIIU0D LZZISH HuN
€'¢Sd €COM
¢'¢sd ¢'¢cOM 1C°CO
X 1'¢Sd L'COM * X el'ecd passallsip aie oym sjenpiaipul poddns 9ZzISH Hun
£25d €'coOM €'¢N
¢'¢5d ¢’ COM q‘ez¢N 1C°CI aJed yjjeay
X 1'ZSd L'ZOM x L'ZN e'zd UMO 413y} JoHuOW pue de3uapun o3 sjenpiAlpul 11oddns §2ZISH Hun
(panuinuos) syun jeuoiydo g |aAa7 a4e) |BI20S pue YjjeaH
2duew.iopad SuInj0oS | S49Y30 YyIm 101 Jaquinn jo swwo) SON
dujuieaiumo wa|qoid Supjiom uoneoiddy
Suinoadw

[N [FEY]




(z£1€) 341e) |E1D0S pUuk y3jeaH ul OAN Z [9Aa1 9t

£25d €COM 1£°20
¢ ¢5d ¢’ cOM 1C°CO
X 1'¢Sd L'COM * X el'eo SjuawuoJ4IAUd J1§173ds 33e13033u 03 s|enpiAlpul 8|qeus GEZISH Hun
€ COM
z'2Sd Z'TOM sjenpiAlpul jo saijiqisuodsas pue sjysu
X 1'ZSd L'ZOM % X eLed ‘Ansianip ‘Ajijenba ayj 310ddns suoizoe umo anoA aunsu3 FEZISH Hun
£¢5d €COM 1£°20
¢'¢5d ¢’ cOM 1C°CO
X l'¢5d L'COM X X e1'¢o S|enpiAlpul ‘Yum joeidjul pue ‘o3 3je|ay EEZISH Hun
S}iun jeuoljippe ¢ |9A97 94e) |eld0sS pue yljeaH
£25d €COM 1£°20
¢'¢5d ¢’ cOM 1C°CO
X 1'¢Sd L'COM * X el'¢d )0M je 32U3|OIA JO XSI 3y} W04y §|3SIN0A 129304d ZEZISH HUN
£c5d ECOM ECN €20
¢'¢5d ZCOM 2'q'vz°zN 1C°CO
X 1'ZSd L 'ZOM ¥ L'ZN 0Lz S313IAI32E [BI1Ul]2 SUlINP S324N0S3J PUB SJUBWUOAIAUD ddeue| 0EZISH Hun
(penuiauod) syun jeuoydo g |aAa7 a4e) [eID0S pue YjjeaH
9JUBWI0LIAd SuInj0S | SI9Y10 yIMm 101 Jaquinp jo swwo) SON
Suiuieaqumo wajqoid Supjaom uonedddy
Suinoidwy

slis Aayl




(z£1€) @4e) |RIDOS pUE Y3|B3H Ul AN T [9A97] Ly

£'CSd €COM €20
¢'¢5d C'COM 1C°CI S19Y10 pue sjenpiAipul
X l'¢Sd L'COM ¥ X el'ed 0} J83uep J0 YSI dY} JO UOoi3eI1IUSP! Y]} 03 AINQIIIUOD O0YZISH HUN
€COM 1£20
¢'COM 1220
X 1'ZSd L'ZOM ¥ X ez uosiad paseadap e Jo aied ay} 03 aINQIIIU0) 6EZISH HuN
£'cSd €'COM 1€CN 1£20
¢'¢Sd C'COM q‘ez'gN 1220
X l'¢Sd L'COM * 4\ el'ed s|enpiAIpul woJj suswidads 3583 pue uielqo 8€ZISH Hun
£'7Sd €COM 1€CN €20
¢'¢Sd ¢'COM q‘ez’ZN 1220
X 1'2Sd L'ZOM x L'ZN eLed sa|dwes poo|q Aie|jided 3s9] pue ulelqo LEZISH HUN
£'CSd €'COM 1ECN 1£20
AAY Z'COM 2'q'vz°ZN 1220
X 1'¢Sd L'COM * L'ZgN el'ed s1onpoud pue uoijedipaw 8103s pue ‘aAIaI8Y 9EZISH HuN
(panuijuod) sjiun jeuoljippe g [9A3] 84e) |eI20S pue YljeaH
2duew.iopad SuInj0oS | S49Y30 YyIm 101 Jaquinn jo swwo) SON
Suiuiea]umo wajqoid Supjaom uonesiddy
Suinoadw

[N [FEY]




(z£1€) 341e) |E1D0S pUuk y3jeaH ul OAN Z [9Aa1 174

€'¢Sd €COM
¢'¢Sd ¢'COM €20
X l'¢Sd l'COM ¥ X el ¢o SJ0}ISIA JojlUuoW pue aAladay G7¢ISH Hun
€'¢5d €°C¢OM €20
2'25d Z°ZOM 1220 Ajlunwwod ayy uj
X 1'25d L'ZOM x X e1'zd| s|enpiaipul3ioddns 03 saijialde pue awi} asiuedio pue adeue v¥ZISH Hun
€'¢Sd £ COM €¢CN €20
¢'¢Sd ¢'COM 2‘q'eg'gN 1C°CI
X 1'ZSd L'ZOM % I'ZN erzd juawdinba pue sjeliajew ujejuiew pue ajpuey 40HUOW €#ZISH HuUN
£5d €°COM 1€°2C0
¢'¢Sd ¢’ COM 1C°C)
X 1"¢Sd LI'¢cOM ¥ X el'eo uoljewJojul pue sadessawl uo ssed pue aAIfd3y ¢17¢ISH Hun
£75d £ COM
¢'¢Sd C'COM
X 1'ZSd 'COM % X ered SWiead} JO SSAUAAIFIBLS 9y} 03 INqIIU0) LHZISH NuNn
A—ow_‘_:_..-r_ouv Sliun jeuollippe ¢ |[oA97 a4e) |eld0os pue yjjesaH
9JUBWI0LIAd SuInj0S | SI9Y10 yIMm 11 Jaquinp jo swwo) SON
Suiuieaqumo wajqoid Supjaom uonedddy
Suinoidwy

slis Aayl




(z£1€) @4e) |RIDOS pUE Y3|B3H Ul AN T [9A97] (4

€'¢Sd €COM
¢'¢Sd ¢ COM 1£20
X 1'¢Sd L'COM X X 1C°C) JusWwuoJIAUB Ued|] pue 3jes e ulejuleiy 9%¢ISH Hun
(p@nuijuod) spun jeuollippe g |9Aa] a4e) |eID0S pue yjjeaH
@duew.0ad SuInj0oS | S49Y30 YyIm 1l Jaquinp jo swwo) SON
Suiuiea]umo wajqoid Supjaom uonesiddy
Suinoadw

[N [FEY]




(z£1€) 341e) |E1D0S pUuk y3jeaH ul OAN Z [9Aa1 0s

SJBY30 JO SUOIINQIIIU0D BY3 JO JUN0JJE a3e] Sasuodsay 9

9oUBIpNe pue UolIeny|s J0 JUN0JJe saxe} AJdAlleQ p

SeaplJo suoluido ‘uoiewJoul yul| pue aduasnbas 01 apew si1dwaiie uy o)

seap| 0 suojuldo ‘uoiew.oful 8|dwis SASAUOD UOIIRDIUNWWIOD BY | q

pasn S| saunjonus adendue| uaxods Jo aduel alelidoidde uy e

€ SS90V (uoljedIunwwo) [eaQ) uoljedIunwwo)

3ulueaw ABAU0D 01 81RJNIDE AJJUBIDILNS BJe XeIUAS pue uoieniound ‘3uljjads D
UOIIBDIUNWIWOD 8Y3 Ul 8]G1U4BISIP SI 8JN3DNJIS JO 9IUSPIAS BUWOS ol

pajuasald ale uoIeWIOLUI/SBaP! [BIFUBSSD ||V q

9dualpne pue asodind s,.4a11um a8yl Joj a1elidoidde Ajurew ale pasn sanbiuydal syl e
€ $S922V (SuIlIM — UoleIlUNWWOo) UdlIAN) Uoijediunwwo)

92UBpIAS J0 8231d 3|3Uls e Ag pa1Joddns uonedIuNWWOD 8Y1 JO UOIBN|RAS J1SQ B 33|\ ol
uolewJoul Jo 92a1d e ul sjulod ulew 40 seapl JuedIHUSIS 8yl AjIuap| q
uoleduNWwWod e jo asodind ayj Ajusp| e

€ SS920Y (Suipeay — uoijed1uNwwo) Ualjlip)) uoijediunwwo)

SIIDIS 240 Z [9AST



(z£1€) @4e) |RIDOS pUE Y3|B3H Ul AN T [9A97] LS

UOIINQIIIUOD UMO JO S8SSBUNBaM J0/pUB SYIBUBIIS AHIUBpI ‘elia3lid a|dwis aWos UBAID ol
paJinbalJ se uonew.ojul apinoid pue 3935 q

se2uaJa)a4d J0 JuN0d2e U el SaNIjIgISU0dsal Jo UoeIO||e 93.8Y e

€ SS922Y S413Y10 YIM Sunjiopm

92JN0S B1BP DIU0JIDB|D J.l|IW.) B WOJS UOIIRUWIOUI JUSSaId pue 10.J1XT ol

elep Jeljiwe} Jo 3uissadoad ajdwis wiopad 03 seale uopedijdde jo aduel paliwi| e wodj s||1xs Ajddy q
Wia15As JaIndwod e uo suoijelado 82eIalul 1SN J15eq W0Iad e

€ $S920Yy A30jouyda] uoiewJoyu] Suisn

SUO1e|ND|eD |BDLIBWINU JISEeQ 1IN0 Alie) ol

1IN0 palied 8q 03 suoesado ayl apldag q

UOIIRI0U |BDLIBWINU DISB] YIIM A[JUBPIFUOD YIOM e

€ $S920Y (4aquinN 8uisn) AdesawnN

uonewJojul |eaiydesd ajdwis a1e21UNWIWOD )

uonewJojur |earydesd ajdwis 10e41%3 q

9|eds a|dwis e asn pue peay e

€ $S920Y (uonjewuojuj jearydess Suisn) AdesawnN



(z£1€) 341e) |E1D0S pUuk y3jeaH ul OAN Z [9Aa1

[4°]

U0IIN|0S BY3 JO S3SSaUYRAM/SYIBUBNS Byl AHIUBPI ‘el14a3id 9|duIS UBAID

€ SS920VY (8uijenjeny pue Suimalnay) SUIAj0S wa|goid

358181 1IN0 Ale)

o]

uejd1no Auied 01 5924n0sad a1elidoldde 109]95

q

ue|d ay3 u1 sda1s jo 8duanbas ayl Ajnusp|

e

€ $S920Y (3uisiuediQ pue Sujuue|d) SUIA|OS WA|qO0id

9NSS| 40 U0IEeNIIS 3Y1 Y1IM [eap 01 ssad0.d e Ajnuap|

q

aNSSI 40 U0BNIIS 841 JO S84N1ea) Ulew 8yl 8sIusoday

e

€ SS822V (SupjulyL |ed1H4)) SUIA|OS W[go.d



(z£1€) @4e) |RIDOS pUE Y3|B3H Ul AN T [9A97] €9

9¢ SS900Y
Pg SS90V Pg SSa02VY
Nwm SS90V J¢ SS90dY J¢ SSaddY
gE SS90y | Qg SS90V Qg sseddy | Qg SS90y S|enpIAIpUl YIm
€ 55900y X| PESSedIY| PE SS9V ¥ X X| BESSeIY| g SSaddy X 91221UNWIWO0) 2 1ZISH
9¢ SS900Y
PE S$920V
Nwm SS90V J¢ SSa0dY SuUJa2u0d pue
gg SS200Y gg SS200Y gg SS220Y mco_pmms_o S|enpiAlpul
£ 55900y X| egsseddy| egsseddy X X X| egssadny X X | 01puodsalpue usisi]glzISH
9¢ SS900Y
PESSAIIY | PE SS9V
Nwm SS90V J¢ SSa0dY J¢ SSaddY D¢ SS90V uonesuNwiuod Jo swio)1saq
(oToE e Tolo) VAN o [EI-FoTolo)V] Qg SS90y | (QESSeIY | Qg SS800V 2y Ajuspl 03 si8y30 pue
£ 55900y X| ©BESS9IIY| g SS9y « X X| BESS9IIY| PBESS9IIY|  BESS8I0Y | S|ENPIAIPUL UM NIOM B LZISH
(9403 ‘g |9A3] ‘uonledIUNWIWO)) S|ENPIAIPUI 10} SPA0234 933]dWw0I pue ‘YHm ajedlunwwo) LZISH Hun
S}iun 2103 g |9A37 a4e) |BID0S puk YjjeaH
uonenjena | uonesiuesio supjuiyy SON
pue Suimainay | pue Suluue|d |eanud $19430 UM JaquinN |eaydean |e10 Sunum Suipeay
3uinjos wajqoid Supjaom 118uisn AdesawinN uoiedluNwwo)

SIIPIS 940D

dunsodusis s||»js a10)




(z£1€) 341e) |E1D0S pUuk y3jeaH ul OAN Z [9Aa1 vs

9¢ 55900V
PE SS900V
| I€ 55800V D€ SS900Y D€ SS90V 340M NOA 82e|d a3
Qg SS900VY | (g SS900Y Qg SS900Y 0g SS900V ul A3ajes pue yijesy ioddns
€ 55900V X| BESS9IIY| BESSIIIY X X X| Bgssaddy X| BES5800Y suoIoe JN0A 8INSU3 aZZISH
9¢ 55900V
PE SSa00Y
| O€ SS800Y D€ SS900Y D€ SS90V S9I3IAII0R JOM UI3aq
g SS920Y | (g SS900Y Qg SS900Y 0g SS900V NOA 840J8q $328YD A18)eS
€ SS90V X| BESS8IIY| BESSaIIY X X X| Bgssady X| BESSIIY| pueyleayino Alied egzISH
(2400 g |[9n9] Ajajes pue yjjeaH) sjenpiAipul pue j|asinoA jo Ayajes pue yjjeay ayj ioddns gzdsH Hun
9¢ 55900V
PESSaIY | PE SSaDY
€ S5820V DESS9IIY | DJESS9IIY | OE SS90V
Qg SS900VY| (g SS900Y Qg SS920Y| (QESSadIY| (g SS900Y s140da4 pue spJodal
£ 55900y X| egsseddy| egssaddy ¥ X X| BESS820y| PESSAIIY| BESS9IIY 21epdn pue $$822V P LZISH
(panuiuod) (8403 ‘g |9A3] ‘uoiledlunwWwWo)) S|enpiAIpul 10} SPA033a4 933|dwo3d pue ‘YHm ajedlunwwo) LZISH Hun
(panuiauod) sjiun a10d g |[9A3] a4e) |eI20S pue YljeaH
uonenjena | uonesiuesio Supjuiyy SON
pue Suimainay | pue Sujuue|d |eanud $19430 UM JaquinN |eaiydean |e10 Sunum Suipeay
3uinjos wajqoid Supjaom 118uisn AdesawinN uoiedlIuNWWo)

SIIMS 310D




(z£1€) @4e) |RIDOS pUE Y3|B3H Ul AN T [9A97] qs

9¢€ 55900V
pPg SSa0d0VY Pg SSaddVY
J¢ SSa0dY Num SS90V J¢ SS90dY J¢ SS90V D¢ SSaddY JA0M JNoA ul
ZJES5900V | (ESSEIIY | (g SS820V QE SS90y | QESSdY | Qg SS90y | 93pajmoud| pue s||iXs paroidul
£5S900y/| PESSAIIY| PESSAIIY| BESSaIIY ¥ X X| BESS9IDY| PESSIIIY| BE SSaIIY pue Mau asn qEZISH
9¢€ 55900V
Pg SS90V
J¢ SSa0dY Nwm SS900Y J¢ SS90dY D¢ SSaddY
NQM SS92JY gg SS200Y gg SS200Y gg SS220Y gg SS200Y
£55900y/| PESSAIIY| PESSAIIY| PESSaIIY ¥ X X| egssadny X| BESSaddyY 34OM UNOA 81eN[eAT BEZISH
(9402 ‘Z 193] ‘JUsawdojana |eUOISSD}0.d pUk |BUOSIDd) 9213deid pue adpajmoud| snoA dojanag £ZISH Hun
9¢ SS9IJY
Pg SSa0d0Y Pg SSa0dVY
Num SS90V J¢ SS900Y J¢ SSa0dVY
Qg S$S90dY | Qg SS920V Qg SS90V | Qg SS920Y sa1ouUadiaWwa Y1m
£ 55000y X| BESSeddy |  BESSeIIY % X X| PESSIIIY| PESSIIIY X |eap 03 UoIIde a3el 2ZZISH
(panuijuod) (2109 g |9A3] Ajajes pue YjjeaH) S|enpiAlpul pue }|asinoA jo Ajajes pue yjjeay ayy 34oddns gzISH yun
(panuijuod) s}uNn 3107 Z |9Aa7 a4e) |eID0S pue YjjeaH
uonenjena | uonesiuesio aupjuiy SON
pue Suimainay | pue uluue|d eI | g 5030 yum JaquinN |eaiydesn lei0 Sunum Suipeay
8uinjos wa|qoid Supjaom 118uisn AdesawinN uolesunwwo)

SIIMS 310D




(z£1€) 341e) |E1D0S pUuk y3jeaH ul OAN Z [9Aa1 9

9¢€ 55900V
Pg SSa02VY Pg SSa0dVY
Nwm SS90V J¢ SS90dY J¢ SSaddY D¢ SSaddY
gESSe0IY | Qg 55900V Qg SS90y | (QESSeddY | Qg SS80dV s|enpiAlpul Jo uondaload
£ 5S200Y X| BESSaddy| PESSadyY ¥ X X| BESSaIDY| PESSIIIY| BE SSaIIY 31 U11SISSY 21 ZISH
9¢€ 55900V
PE 55900V
Nwm SS90V J¢ SSa0dY
Qg SSeIY | Qg SS90y gg 55920V ANudip pue 10adsal
£55900y X| BESSaIdY| PESSadIY X X X| eESsady X X y1m ajdoad1eall qyzISH
3¢ 55900y
PE 55900V
Nwm SS90V J¢ SSaddY D¢ SS90V 2500Yyd >wr_u
gESS92IY| Q€ $5900V Qg 55900V g¢g 55900V Aem ay3 ul s|enpiAipul
£ 5S200Y X| BESSaIdY| PESSaIIY X X X| BESSady X| Bgsseddy | 1oddns pue 01a1e|9y ey ZISH
(2402 ‘Z 19A9] ‘aae) Jo sajdidulid) sjenpiAipul Jo Suldg-j|dm pue uoijdajold ‘aied ayj 3aoddns suoijde umo anoA ainsul $ZISH Hun
(panuijuod) s}un 3107 Z |9Aa7 a4e) |BID0S pue YjjeaH
uonenjena | uonesiuesio supjuiyy SON
pue Suimainay | pue Sujuue|d |eanud $19430 UM JaquinN |eaiydean |e10 Sunum Suipeay
3uinjos wajqoid Supjaom 118uisn AdesawinN uoiedlIuNWWo)

SIIMS 310D




(z£1€) @4e) |RIDOS pUE Y3|B3H Ul AN T [9A97] LS

3¢ 55300y
PE SS9V | PE SS90V
J€ 55900V ,I€ SS800Y JD€S5900Y |  DJE SS900V
z0€ SS90V | (ESS8ddY | (g SS9IVY QESS9IIY| Q€ SS90V SUIAI Ajlep Jiaya ul
£55920y/| PBESS9IIY| BESSIIIY |  BESS9IIY % X X| Bgssaddy| BESSaIIY X | sjenpiaipul uoddns /z2JSH 1un
9¢ SSoI0Y
PE SS220V
,I€ 55800y J¢ 55900V J€ 55800V
gESS9IIY| (g SS90V g¢g 55920V 0§ $S920V | UOJIeWIOfUl 8Sh pue Ss8d2e 0}
£ 55900y X| BESS920Y| PBESSaIIY ¥ X X| egssady X| BESS8I0Y | s|enpiAipul 1doddns 9zJsH 1uN
9¢ SS2I0Y
PESSIY | PE SSaIY
JI€ 55900V JDE€SS900y| DJESSaIY|  DE SS9l saniAloe ueld aJed
gESSOIIY| (g SS90y QE SS90y | QESS9IY | QESSeddy | d1j0ads uo yoeqpas) apinoid
£ 55900y X| PESSEIIY| PESSEIIY ¥ X X| PESSIIIY| PESSIIIY| PESSIIIY pue INo ALed GZIOSH IUN
sjiun jeuoijdo g |[9Aa] a4e) |eID0S pue YjjeaH
uoijenjena | uonesjuedio Supjuiyy SON
pue Suimainay | pue uluue|d eI | g 5030 yum JaquinN |eaiydesn lei0 Sunum Suipeay
8uinjos wa|qoid Supjaom 118uisn Adesawnn uolesunwwo)

SIIMS 310D




(z£1€) 341e) |E1D0S pUuk y3jeaH ul OAN Z [9Aa1 8S

9¢ SS9I0Y
PESSOIIY | PE SS9I0Y SOINIAIIDE [BUOIIRBDD)
J€ 55900y JI€ 55900V J€SS900y| DJESSaIY| D€ SS90y urayeddied
ZJE 55920y |  QESSeIIY| (g SS90V Qg SS90y | QESSeIY | (g SSe0dV pue 559228 01 S|eNPIAIPUI
£55900Y| DESSEIIY|  BESSIIIY| BE SS9IIY % X X| PESSIIIY| PESSIIIY| PESSIIIY 10ddns 0LzoSH 1uUN
9¢ SSOIdY
Pg SSa0d0VY Pg SSa0d0VY
Num SS900Y J¢ SS90dY J¢ SSa0dY Sposu _mcom_mg
Qg S$S922Y | Qg SS920V Qg SS90y | Qg SS920V pue 211SaWop 418yl 198W 0]
£ 55900y X| egsseddy| egssaddy % X X| PESSIIIY| PESSIIY X | s|enpiAlpul 0ddns 6zdSH HUN
9¢€ 55900V
Pg SSa0d0V
D€ $5900Y JI€ 55900V J€ 55900V
Z0ESS8IIY | (ESSEIIY | (g SS90V gg 55900V sAauJnol axew 01 sjenplAlpul
£55900y/| PESSAIIY| PESSAIIY| BESSaIIY ¥ X X| egssadny X X 1oddnsg gzISH IUN
(panuiauod) syun jeuoiydo g |aAa7 a4e) |B120S pue YjjeaH
uonenjena | uonesiuesio Supjuiyy SON
pue Suimainay | pue Sujuue|d |es13) Si9ylo yum JaquinN |eaiydean |ei0 Sunum Suipeay
3uinjos wajqoid Supjaom 118uisn AdesawinN uoiedlIuNWWo)

SIIMS 310D




(z£1€) @4e) |RIDOS pUE Y3|B3H Ul AN T [9A97] 6S

3¢ 55300y
PE 55900V
,I€ 55800y J¢ SS900V
QESS9IIY| (€ SS920Y g€ 55920V S[enpIAIpUL O JULIp pue
X X B¢ 55900V B¢ 55920V X X X Bg 55900V X X P00} 8PINOId ELCISH HUN
9¢ SSoI0Y
PESSIY | PE SSIY
J€ 55900V ,I€ 55800y JD€SS920Y |  DJESS900Y | JE SS90V suolssas Adelay
z0E SS90y |  QESS9IIY | (g SS800Y QESSOIIY | (QESSaIIY| (g€ SS90V 3ulnp sjenpiAlpul
€55920y | PBESSIIY | PRESSEIIY|  BESS9IIY ¥ X X| BESS920Y| PRESSEIIY| BESS9IIY 1oddns z1zJSH 1un
9¢ SS2I0Y
PESSaIY | PE SSIIY
D€ 55900y JI€ 55900V JDE€SS900y| DJESSaIY|  DE SS9l sa1lIAIOe JUBWdolaAap
Z0E SS90y | QESS9IIY | (g SS8d0Y QE SS90y | QESS9IY | Qg SS90V ul 1ied aye3 03 s|enplAIpul
€55900y| BESS3IIY| BESSAIIY |  BE SSQDDVY % X X| PESSIIIY| PESSIIIY| PESSIIIY 1oddnsg | 1zDSH 1uN
(panuiauod) syun jeuoiydo g |aAa7 a4e) [e120S pue YjjeaH
uoijenjena | uonesjuedio Supjuiyy SON
pue Suimainay | pue uluue|d eI | g 5030 yum JaquinN |eaiydesn lei0 Sunum Suipeay
8uinjos wa|qoid Supjaom 118uisn Adesawnn uolesunwwo)

SIIMS 310D




(z£1€) 341e) |E1D0S pUuk y3jeaH ul OAN Z [9Aa1 09
9¢ SS9I0Y
PESSEIIY | PE SS9I0Y
J€ 55900V J€55900y| DJESSaJY| D€ SS90y s|enpiAlpul Jo
Qg S$SedY | Qg SS920V Qg SS90y | (QESSeIyY | Qg SSe0dV Spaau 140jwod [eaisAyd
£ 55000y X| PESSEIIY| PESSEIIY % X X| BESS9IIY| BESS9IIY |  BESSIIY | 8yl ssadppe dioH 9LZISH HUN
9¢ SSOIdY
Pg SS90V Pg SSa0dVY
J¢ SS90dY Num SS90V J¢ SS90dY J¢ SS90dY D¢ SS90V
ZJES5920Y/| QESSedIY| (g SS90V Qg SS90y | QESSeIY| Qg SSe0dV 3|lqow daay 0]
BESS9DDY|  PRESSIIIY |  BE SS9IDY % X X| BESS9IIY| BESSEIIY |  BESSIIY | Slenplalpul djoH GLZISH HUN
9¢€ 55900V
Pg SSa0d0VY Pg SSaddVY
,I€ S5800Y JD€S5900y| DESS900Y |  DE SS80dY
Qg SS90y | Qg SS820V Qg SS90y | QESSeddY | Qg SS820V JULIP pue 1es 0]
£55900y x| egssoddy| eESSadIY ¥ X X| BESS9IIY| BESS9IIY|  BESSIIY |  S|enplAlpul dieH #1ZJSH 1uN
(panuiauod) syun jeuoiydo g |aAa7 a4e) |B120S pue YjjeaH
uonenjena | uonesiuesio Supjuiyy SON
pue Suimainay | pue Sujuue|d |es13) Si9ylo yum JaquinN |eaiydean |ei0 Sunum Suipeay
3uinjos wajqoid Supjaom 118uisn AdesawinN uoiedlIuNWWo)

SIIMS 310D




(z£1€) @4e) |RIDOS pUE Y3|B3H Ul AN T [9A97] 19

3¢ 55300y
PE SS90V | PE SS90V
J€ 55900V JD€SS900y| DESSaIDY |  DE SS9IdVY s|enpiAlpul Suljpuey
gESS9IIY| (€ SS900Y QESSOIIY | (QESSaIIY| (€ SS90V pue 3uiAowW 03
£ 55900V X| BESS9IIY| BESS9IIY % X X| BEsSSady| PBESSEIIY |  BESS9IIY 9INQIIIUOD €2ZISH 1UN
9¢ SSoI0Y
PESSIY | PE SSIY
J€ 55800V JD€S5900Y |  DJESS900Y | JE SS90V 9JUuaunuod adeuerw
QESSOIIY| Qg SS90V QE SS90V | (QESSaIIY| (€ SS90V 01 S|enplAIpUl
£ 55900y X| BESS20y| PBESSaIIY ¥ X X| BESS920Y| PRESSEIIY| BESS9IIY 14oddnsg 612JSH 1IUN
9¢ SS2I0Y
PESSIY | PE SSIY
D€ SS900Y DE€SS900y | DJESS3DY| DESS9ODY| DESS9IIY| D€ SS90V Spaau aJed [euosiad
gESS9IIY| (g SS90y QE SS90V | QESSeIVY | QESSeIIY | QESSedIY | (g SS90V J18Y1 YIIM S|enplAipul
£ 55900y X| PESSEIIY| PESSEIIY x| PESS82DY| PESS9IIY| PESS9IIY| PESS9IIY|  PESSa0dY 1oddns g1zoSH 1uN
(panuiauod) syun jeuoiydo g |aAa7 a4e) [e120S pue YjjeaH
uoijenjena | uonesjuedio Supjuiyy SON
pue Suimainay | pue uluue|d eI | g 5030 yum JaquinN |eaiydesn lei0 Sunum Suipeay
8uinjos wa|qoid Supjaom 118uisn Adesawnn uolesunwwo)

SIIMS 310D




(z£1€) a4e) |e1dOS pue y3jeaH ul OAN € [9A37] a9

9¢ SS9I0Y
PESSEIIY | PE SS9I0Y
D€ SS900Y D€SS900y| DJESSaIY| D€ SS90y
Qg S$S0dY | Qg SS920V gESSOIIY| QESSEIIY |  (E SS90V | Passallsip ade OYM S|enpiAipul
£ 55900y X| BESS9I0Y| PBESS9IIY % X X| PESSIIIY| PESSIIIY| PESSIIIY 140ddns 9zzHsH 1uN
9¢ SSOIdY
Pg SSa0d0VY Pg SSa0d0VY
J€ SS900Y JES55900Y | DESS90DY |  DESSEIIY|  DESSEIIY |  DIESSEIDY | 9Jed Y1|eay UMo Jisy] Jojiuow
Qg SS90y | Qg SS920V gE SS90y | QESSedIV | QESSeddV| QESSeddy | (ESSeddV | pueaye1iapun 01S|enplAlpul
£ 55900y X| BESS9I0Y| BE SS9y x| PESS8IIY| PESS9IIY| PESS9IIY| PESS9IIY|  PE SS90V 1o0ddns gzzHsH 1uN
9¢€ 55900V
Pg SSa0d0VY Pg SSa0dVY
J€ 55900V JE€55920y| DJESS92IY | D€ SS90V S|enpIAIpUl JO SUOIIPUOD
Qg S$S922Y | Qg SS820V Qg SS90y | (QESSeIY | Qg SS820V a1 p402aJ pue Jojuow
£55900y X| BESSaIIY| BE SS9y ¥ X X| BPESS9IDY| PESSIIIY| BE SSaIIY ‘DAJIBSA0 YZZISH 1UN
(panuiauod) syun jeuoiydo g |aAa7 a4e) |B120S pue YjjeaH
uonenjena | uonesiuesio Supjuiyy SON
pue Suimainay | pue Sujuue|d |es13) Si9ylo yum JaquinN |eaiydean |ei0 Sunum Suipeay
3uinjos wajqoid Supjaom 118uisn AdesawinN uoiedlIuNWWo)

SIIMS 310D




(z£1€) @4e) |RIDOS pUE Y3|B3H Ul AN T [9A97] €9

3¢ 55300y
PESSO0IY | PE SS90V
J€ 55900V JD€SS900Y |  DJESS900Y | JE SS90V 9JNJ9s aJe sawoy
gESS9IIY| Q€ SS920Y QE SS90V | (QESSaIIY| (€ SS90V ,S|eNPIAIpUI 84NSUd pue
€ 55900y X| egsseddy| egssaddy % X X| PBESSEIIY| BESS9IIY| BE SS00Y ‘01 55822k UIRD) 6ZZISH 1UN
9¢ SSoI0Y
PESSIY | PE SSaIY
J€ 55800V JD€S5920Y |  DJESS900Y | JE SS900VY
gESS9IIY| (g SS90V QESSOIIY | (QESSaIIY| (€ SS90V aJe2 dnoJud anpda)e
£ 55900y X| egsseddy| egssandy X X X| BESS9I0Y| PRESSIIIY| BESS9IIY 0191NQgI4IU0D 8ZZISH HUN
9¢ SS2I0Y
PESSIY | PE SSIY
D€ SS90V D€ SS900Y JDE€SS900y| DJESSaIY |  DE SS9l 904 8ulIed 8Y] Ul SJaJeD
Z0E SS90y | QESS9IIY | (g SS8d0V QE SS90V |  QESS9IY |  QESSeIV | YlM UOIIRI0qR||0D Ul SUIOM
€55900y| DESSEIIY| BESSAIIY |  BE SSaIDY ¥ X X| PESSIIIY| PESSIIIY| PESSIIIY 0191NQqIIU0D /ZZISH IUN
(panuiauod) syun jeuoiydo g |aAa7 a4e) [e120S pue YjjeaH
uoijenjena | uonesjuedio Supjuiyy SON
pue Suimainay | pue uluue|d eI | g 5030 yum JaquinN |eaiydesn lei0 Sunum Suipeay
8uinjos wa|qoid Supjaom 118uisn Adesawnn uolesunwwo)

SIIMS 310D




(z£1€) 341e) |E1D0S pUuk y3jeaH ul OAN Z [9Aa1 9

9¢ SSIJY
PE SS8IY | PE SS90V
}I€ 55800V D£SS900y | DJESSa0IY | D€ SS9y S1UBLIUOJIAUG D1}108ds
Qg SSe2dY | Qg Ssaddy gE SS90y | QESSedIY | Qg Ssaddy 21e11033U 01 S|eNPIAIPUI
€ 55900y X| PESSedIy | PESSaddyY % X X| PESSEIIY| PESSEIIY| BESSIIY 9|0eU3 9EZISH 1UN
9¢ SSOIJY
PESSOIIY | PE SS90V s|enplAlpul Jo sanljigisuodsau
}I€ 55800V J€SS900Y | D€ SS300Y pue s1y31 ‘A1ISIsAIp
QE SS90V | Q€ SS900Y gESS920Y | Q€ $5900Y ‘A1lenbs ayy 140ddns suonoe
X X| BEssoddy |  BESSa0dY % X X| PESSEIIY| BESSIIY X | UMO JINOAaINSU3 #EZISH IUN
9€ 55900y
Pg SS90y Pg SSa02Y
Num SS900Y D¢ SS90V J¢ SS20dY J¢ SS90dY
Qg SS90V | Qg Ssaddy Qg SS90y | QESSedIV | Qg SSeddy S|ENPIAIPUI ‘YIIM 10RIS]UI
£ 55900y X| egsseddy| kg ssany ¥ X X| BESSaIdy| PESSEIIY |  BESSaIY pue ‘0191e|9Y EEZISH 1UN
Sjiun jeuoilippe ¢ [9Aa7 aJe) |eld0S pue YyljesH
uonenjena | uonesiuesio Supjuiyy SON
pue Suimainay | pue Sujuue|d 181D | 51aun0 ypm JaquinN jeaiydesn 1e10 SunRmMm Suipeay
3uinjos wajqoid Supjaom 118uisn AdesawinN uoiedlIuNWWo)

SIIMS 310D




(z£1€) @4e) |RIDOS pUE Y3|B3H Ul AN T [9A97] 59

3¢ 55300y
PE SS90 | PE SS90V
J¢ 55900V ,I€ SS800Y JD€SS900Y |  DJESS900Y | JE SS900VY
Z0E SS90y |  QESS9IIY | (g SS90V QESSOIIY | (QESSaIIY| (€ SS90V Swieal JO SSaUdAIDB)D
€55920y | PBESSIIY | PRESSEIIY| BESS9IIY % X X| PBESSIIIY| PBESSIIIY| BESSIIY | 9yl 019INgLIIu0) ZyZISH 1uN
9¢ SSoI0Y
PESSIY | PE SSaIY sJay10 pue
,I€ 55800y JD€SS900y| DESSaIDIY |  DE SS9IdY S|enpiAlpul 03 Jaduep Jo
gESS9IIY| (€ SS90V QESSOIIY | (QESSaIIY| (g€ SS90V 3514 8Y3 JO uolIedIHlIuapl ayl
€ 55900y X| egsseddy| egssandy x X X| BESS9I0Y| PBESSIIIY| BESS9IIY 0319INQ4IU0D LIZZISH 1UN
9¢ SS2I0Y
PESSIY | PE SSaIY
JI€ 55900V JDE€SS900Y| D€ SS90V
gESSOIIY| Qg SS90y QESS9IIY| Q€ SS90V uosJad paseadap e Jo aJed
X X| BESSeddy | BE SS9y ¥ X X| PESSIIIY| PESSIIIY X| 9yl 019IngLIIu0) OZISH 1UN
(panuijuod) s}iun jeuoippe g |9A37 aie) |e120S pue yjjeaH
uoijenjena | uonesjuedio Supjuiyy SON
pue Suimainay | pue uluue|d eI | g 5030 yum JaquinN |eaiydesn lei0 Sunum Suipeay
8uinjos wa|qoid Supjaom 118uisn Adesawnn uolesunwwo)

SIIMS 310D




(z£1€) a4e) |e1dOS pue y3jeaH ul OAN € [9A37] 99

9¢ SS9I0Y
PESSAIIY | PE SSaIIY AJunwwod ayl
2€ 55920y JI€ 55900V JE€5S900y| JE SS90V ul sjenplAlpul 1doddns 03
Z0ESS900Y |  (ESSEIIY | (g SS90V Qg SS90y | Qg SS900V Sa11IAIIDe pue awWil 8s1ue3J0
X| PESSIIIY| PESSIIIY| PESSEIIY % X X| PESSIIIY| PESSIIIY X pue adeue| G7ZISH 1uUN
9¢ SSOIdY
Pg SSa0d0VY Pg SSa0d0VY
JI€ 55900V JD€55900y| DJESS9JY |  DE SS90y juswdinba pue
Qg SS90y | Qg SS920V Qg SS90y | (QESSedY | Qg SS80dV S|el4@1eW UleIUIRW pUe
X X| BESSeddy |  BESSeIDY % X X| BESSIIY| BESSAIIY| BESSAIIY |  d|puey UONUOW ¥HZISH HUN
9¢€ 55900V
Pg SSa0d0VY Pg SSaddVY
,I€ S5800Y JD€S5900Y| DESS90Y |  DE SS80dY
Qg SS90y | Qg SS820V Qg SS90y | QESS92dY| Qg SS2dy| UOIewIolul pue sa3essal Uo
X x| egssoddy| eESSadIyY ¥ X X| BESS9IIY| BESS9IIY| kL SSIIY | ssed pue aAleday £4ZISHIUN
(panuijuod) s}iun jeuolIppe g |9A37 a4e) |e120S pue yjjeaH
uonenjena | uonesiuesio Supjuiyy SON
pue Suimainay | pue Sujuue|d |es13) Si9ylo yum JaquinN |eaiydean |ei0 Sunum Suipeay
3uinjos wajqoid Supjaom 118uisn AdesawinN uoiedlIuNWWo)

SIIMS 310D




(z£1€) @4e) |RIDOS pUE Y3|B3H Ul AN T [9A97] L9

9¢ SS2I0Y
PE SSIY | PE SSaI0Y
;I€ 55800V D€ SS90y | DJESS80IY | IE SS800VY
gESSadIY | (g 5900V gESSOIIY | QESSOIIY | (€ SS900Y JUBWIUOJIAUB UB3|D pue
X X| BEsseddy | BgSSe00V % X X | PBESS9IIY | PESSEIIY| BE SS90dY dJes e UlRIUIRIA /7ZDSH 1IUN
9¢ SSI0Y
PE SSIY | PE SSa00Y
}I€ 55800V JE€SS900Y | D€ SSa00Y
gESS9IIY | (g SS900Y gESS9IIY | (g SS900Y SJ0JISIA JOjIUOW
X X| PESSaddy | PESSaddyY % X X| PESSEIIY| BESSEIIY X pue 8A1928Y 9FZISH HUN
(panuiauo’) syun jeuoijippe g |9Aa7 a4e) |e120S pue YyijeaH
uoijenjena | uonesjuedio Supjuiyy SON
pue Suimainay | pue uluue|d eI | g 5030 yum JaquinN |eaiydesn lei0 Sunum Suipeay
8uinjos wa|qoid Supjaom 118uisn Adesawnn uolesunwwo)

SIIMS 310D




This page is intentionally blank



Unit HSC21

Unit HSC21
Communicate with, and complete records for individuals
(Level 2 core)

Elements of competence

HSC21a Work with individuals and others to identify the best forms
of communication

HSC21b Listen and respond to individuals’ questions and concerns

HSC21c Communicate with individuals

HSC21d Access and update records and reports

About this unit

This unitis for you if you work directly with, and have to communicate with
individuals in all types of health and social care settings.

Scope

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

Appropriate people could include: line manager; people responsible for records.

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

Extra support can include the use of: key people; interpreters; translators; signers;
specialist equipment to aid the individual’s communication abilities.

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

Seek information from: colleagues; records; the individual.

Taking appropriate action could include: repeating the message; getting
individuals to repeat the message; using alternative forms of communication;
seeking and acquiring additional help from key people and/or others within and
outside your organisation.

Your knowledge and understanding will be specifically related to legal
requirements and codes of practice applicable to your job; your work activities; the
jobyou are doing (eg domiciliary, residential care, health care, hospital settings) and
the individuals you are working with.
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Unit HSC21
Communicate with, and complete records for individuals
(Level 2 core)

Values underpinning the whole of the unit

The values underpinning this unit have been derived from the key purpose
statement’, the statement of expectations from carers and people receiving
services, relevant service standards and codes of practice for health and social care
in the four UK countries. They can be found in the principles of care unit HSC24.

To achieve this unit you must demonstrate that you have applied the principles of
care outlined in unit HSC24 in your practice and through your knowledge.

Key words and concepts

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

Appropriate people
Those people from whom you need to gain permission to access records according
to legal and organisational requirements.

Active support

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

Communication and language needs and preferences
Are the individual’s needs and preferences in terms of communicating with you, and
you communicating with and responding to them.

Individuals

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

Key people

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

1 The key purpose identified for those working in health and social care settings is ‘to provide an
integrated, ethical and inclusive service, which meets agreed needs and outcomes of people requiring
health and/or social care’
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Unit HSC21
Communicate with, and complete records for individuals
(Level 2 core)

Rights

The rights that individuals have to:

* berespected

* betreated equally and not be discriminated against

* betreated as anindividual

* betreatedin adignified way

s privacy

* be protected from danger and harm

* be caredforin the way that meets their needs, takes account of their choices and
also protects them

* access information about themselves

» communicate using their preferred methods of communication and language.
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Unit HSC21
Communicate with, and complete records for individuals
(Level 2 core)

HSC21a
Work with individuals and others to identify the best forms of communication

Performance criteria

You need to show that,

1

2

3

you seek information and advice about the individual’s specific communication
and language needs and preferences
you confirm with individuals their preferred methods of communication and
language and any changes in their needs
you review your communication skills to see if they are suitable to meet the needs
and preferences of individuals
where necessary, you seek extra support to ensure that:
a you are able to communicate with, and understand the individual’s views

and wishes
b theindividualis able to communicate with and understand you
you record, report and share information about the individual’s communication
and language needs and preferences, within confidentiality agreements and
according to legal and organisational requirements.
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Unit HSC21
Communicate with, and complete records for individuals
(Level 2 core)

HSC21b
Listen and respond to individuals’ questions and concerns

Performance criteria

You need to show that,

1

2

you check and take appropriate action to ensure that individuals have the support
they need to communicate their views, wishes and preferences

you position yourself so that:

a you can understand what individuals and key people are trying to convey

b individuals and key people can understand what you have communicated

you use appropriate body language, eye contact and methods of listening that
actively encourage individuals and key people to communicate

you give individuals sufficient time to communicate without interrupting or
finishing off their communication

you concentrate, listen and respond appropriately when you are communicating
with the individuals and key people

you respond appropriately to any questions and concerns that individuals and key
people have

you seek additional advice and support for individual’s and key people’s questions
and concerns that are beyond your competence to deal with.
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Unit HSC21
Communicate with, and complete records for individuals
(Level 2 core)

HSC21c
Communicate with individuals

Performance criteria

You need to show that,

1

2

3

you supportindividuals to use their preferred means of communication

and language

you communicate with individuals and key people at a pace, inamanner, and at a

level appropriate to the individuals’ understanding, needs and preferences

you provide active support to enable individuals to communicate and participate

in communications

you ensure the focus of the communication is with the individual whilst

acknowledging the input from others

you adapt your communications:

a tomeettheindividual’s changing needs and preferences

b when individuals and key people have difficulty understanding what you want
to communicate

at the appropriate times within the communication, you:

a clarify points and check that you understand what is being communicated

b confirm/check that individuals and key people understand what you are saying

you take appropriate action to address any misunderstandings

you respect the individual’'s and key people’s rights to confidentiality of

information, within legal and organisational procedures

you record what you have done, any problems you have had and any outcomes

arising from the communications, within confidentiality agreements and

according to legal and organisational requirements.
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Unit HSC21
Communicate with, and complete records for individuals
(Level 2 core)

HSC21d
Access and update records and reports

Performance criteria

You need to show that,

1

2

you seek permission from the appropriate people to access records

where needed

you access and complete the correct records according to:

a confidentiality agreements

b legal requirements

c organisational policies, procedures and practices

d the activities you have undertaken

you record or pass on information about the individual’s needs and preferences,

including those about language and communication

you report accurate and sufficient information to the appropriate people, about:

a any problems you had carrying out the care of individuals and what you did
aboutthese

b any signs and symptoms that indicate changes in the individual’s condition and
care needs

¢ any difficulties you have in accessing and updating records and reports

you supportindividuals to understand why and what you have reported

and recorded

you ensure the security of access to records and reports according to legal and

organisational procedures.
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Communicate with, and complete records for individuals
(Level 2 core)

Knowledge specification for the whole of this unit

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

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

You need to show that you know, understand and can apply in practice:

Values
1 legaland organisational requirements on equality, diversity, discrimination and
rights when communicating with and completing records and reports
aboutindividuals
2 howto provide active support to enable individuals to communicate their
needs, views and preferences
3 methods and ways of communicating that:
a support equality and diversity
b support the rights of people to communicate in their preferred method,
media and language
c 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; standards and guidance relevant to your own
and others’ roles, responsibilities, accountability and duties when
communicating with and completing records and reports about individuals
5 currentlocal, UKand European legislation, and organisational requirements,
procedures and practices for:
a accessing records and information about an individual’s communication and
language needs and preferences
b recording, reporting, confidentiality and sharing information, including
data protection
¢ communicating with individuals.
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(Level 2 core)

Theory and practice

6

10
11
12

13
14

actions to take when you observe any key changes in the individuals’
communication skills and abilities, what they are trying to communicate and
their hearing

factors that can affect the communication skills, abilities and development of
the individuals with whom you are working

ways to communicate with the people you work with, how to find out about the
individual’s communication and language needs, wishes and preferences
the importance of:

focusing on the individual

active listening

space and positioning when communicating

body language and eye contact when communicating

giving individuals sufficient time to communicate

using the individual’s preferred means of communication and language
checking that you and the individuals understand what has

been communicated

h how to adapt the way you communicate

recording and reporting requirements for individuals and for your activities
where, why and how to get permissions to access records and reports

how to, and why you need to complete records accurately, comprehensively
and in ways that can be understood by those who need to access and use the
records and reports

the reasons for ensuring confidentiality and security of records and reports
how to and why you need to share information with individuals, key people
and others.

GQ D QO O T QD
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Unit HSC21
Communicate with, and complete records for individuals
(Level 2 core)

Unit evidence requirements

Award title: NVQ Health and Social Care Level 2
Unit number: HSC21
Unit title: Communicate with, and complete records for individuals

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and
all the knowledge and those parts of the scope that are applicable to your work.

The evidence must be provided in the following ways taking into account any of the
special considerations below.

Special considerations:
Simulation is not permitted for this unit.

The nature of this unit means that all of your evidence must come from real
work activities.

The evidence must reflect, at all times, the policies and procedures of the workplace
as linked to current legislation and the values and principles for good practice in
health and social care. This will include the National Service Standards for your area
of work or client/service user group.

Required sources of performance and knowledge evidence:
Observation is the required assessment method to be used to evidence some
parts of each element in this unit.

Your assessor will observe you in real work activities and this should provide most of

the evidence for the performance criteria for the elements in this unit. Your assessor

will also decide what knowledge and understanding you have demonstrated through
your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation:

HSC21a performance criteria 4
HSC21b performance criteria 6, 7
HSC21d performance criteria 4
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Communicate with, and complete records for individuals
(Level 2 core)

Your assessor will identify other sources of performance and knowledge evidence
either where observation or expert witness testimony was not required or where
observation or expert witness testimony has been used but your assessor needs to
ensure that any outstanding performance criteria and knowledge requirements are
met and that your performance is consistent.

« Expert witness testimony: Your assessor may identify an occupational expert
from your workplace who can provide a testimony about your work performance.

* Work products: These are non-confidential records made, or contributed to,
by you, eg communication guidelines.

+ Confidential records: These may be used as evidence but must not be placed
in your portfolio, they must remain in their usual location and be referred to in
the assessor records in your portfolio eg individual care plans/reviews,
observation records.

* Questioning/Professional discussion: Questions may be oral or written. In
each case the question and your answer will need to be recorded. Professional
discussion should be in the form of a structured review of your practice with the
outcomes captured by means of audiotape or a written summary. These are
particularly useful to provide evidence that you know and understand principles
which support practice, policies, procedures and legislation, and that you can
critically evaluate their application eg effective ways of communicating
with individuals.

+ Original certificates: Certificates of training, awards and records of attendance
must be authentic, current and valid. Your assessor will also want to check the
content of such training so that this can be matched to the standards and check
that you have retained and can apply learning to practice eg Makaton Certificate,
Communication skills training certificate.

+ Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the
knowledge requirement of your award. Occasionally, because an event happens
rarely or may be difficult to observe, you may be able to use a reflective account to
provide some of the performance evidence for this unit eg record keeping and the
importance of confidentiality and data protection.

» Witness testimony: Colleagues, allied professionals and service users/patients
may be able to provide testimony of your performance.Your assessor will help you
toidentify the appropriate use of witnesses.

Level 2 NVQ in Health and Social Care (3172) 79
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Unit HSC22

Unit HSC22
Support the health and safety of yourself and individuals
(Level 2 core)

Elements of competence

HSC22a Carry out health and safety checks before you begin work activities
HSC22b Ensure your actions support health and safety in the place you work
HSC22c Take action to deal with emergencies

About this unit

For this unit you need to keep yourself, individuals and others for whom you are
responsible, safe and secure within the working environment.

Scope

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

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

First aid could include the need to deal with severe bleeding; cardiac arrest shock;
faints or loss of consciousness; epileptic seizure; choking and difficulty with
breathing; falls — potential and actual fractures; burns and scalds;

poisoning; electrocution.

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

Others: people within your organisation; people outside your organisation who
provide health and care services and support the needs of individuals.

Security emergencies could include: bomb scares; intruders; missing people;
lost keys.

Your knowledge and understanding will be specifically related to legal
requirements and codes of practice applicable to your job; your work activities; the
jobyou are doing (eg domiciliary, residential care, hospital settings) and the
individuals you are working with.
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Unit HSC22
Support the health and safety of yourself and individuals
(Level 2 core)

Values underpinning the whole of the unit

The values underpinning this unit have been derived from the key purpose
statement’, the statement of expectations from carers and people receiving
services, relevant service standards and codes of practice for health and social care
in the four UK countries. They can be found in the principles of care unit HSC24.

To achieve this unit you must demonstrate that you have applied the principles of
care outlined in unit HSC24 in your practice and through your knowledge.

Key words and concepts

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

Accident
Unforeseen major and minor incidents where an individual is injured.

Active support

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

Emergencies
Immediate and threatening danger to individuals and/or others.

Hazard
A hazard is something with potential to cause harm.

Individuals

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

Key people

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

1 The key purpose identified for those working in health and social care settings is ‘to provide an
integrated, ethical and inclusive service, which meets agreed needs and outcomes of people requiring
health and/or social care’
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(Level 2 core)

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

Risks

Ariskis the likelihood of the hazard to be realised. It can be to individuals in the form
of danger, harm and abuse and/or to the environment by danger of damage

and destruction.

Rights

The rights that individuals have to:

* berespected

* be treated equally and not be discriminated against

* betreated as anindividual

* betreatedinadignified way

* privacy

* beprotected from danger and harm

» be caredforinaway that meets their needs, takes account of their choices and
also protects them

* access information about themselves

* communicate using their preferred methods of communication and language.
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(Level 2 core)

HSC22a
Carry out health and safety checks before you begin work activities

Performance criteria

You need to show that,

1

2

you make sure that you are aware of, and follow, organisational health, safety and

security procedures before you start work

before you begin any work activities you:

a checkanduse any risk assessments

b examine the areas in which you work and any equipment you have to use to
ensure that they are safe, hazard free and conform to legal and organisational
requirements for health and safety

c remove, where possible, hazards that might pose a health and safety risk to
yourself and others

you take account of individuals’ needs, wishes, preferences and choices, whilst

ensuring your own and the safety of individuals, key people and others when

carrying out your work activities

you operate within the limits of your own role and responsibilities, in relation to

health and safety

where necessary, you seek additional support to resolve health and

safety problems

you report health and safety issues to the appropriate people and complete

health, safety and security records, according to legal and

organisational requirements.
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HSC22b
Ensure your actions support health and safety in the place you work

Performance criteria

You need to show that,

1

2
3
4

ol

you identify and work with others to minimise potential risks in the place where

you are working

you ensure that your own health and hygiene does not pose a threat to others

you ensure that the appropriate people know where you are at all times

you check for hazards and health, safety and security risks whilst you are working,

taking appropriate action if there is the likelihood of an accident, injury or harm

you check that people who are present have a right to be there

you use approved methods and procedures when undertaking potentially

hazardous work activities, including:

a using correct moving and handling techniques

b wearing correct personal protective clothing appropriate to the situation,
environment and activities

C using and storing equipment and materials

d dealing with spillages and disposal of waste

you report any health and safety issues in the place you are working that may put

yourselfand others at risk.
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Support the health and safety of yourself and individuals
(Level 2 core)

HSC22c
Take action to deal with emergencies

Performance criteria

You need to show that,

1

w N

(6]

you take appropriate and immediate action to deal with health and environmental
emergencies, including:

a fire

b security

C serious and minor accidents

d firstaid

you summon assistance appropriate to the emergency

you supportindividuals during emergencies

you provide ongoing support and assistance within your own competence until
someone who is qualified to deal with the emergency is available

you support others who may be affected by the emergency

you record and report on incidents and emergencies accurately, completely,
within confidentiality agreements, and according to organisational and

legal requirements.
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Knowledge specification for the whole of this unit

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

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

You need to show that you know, understand and can apply in practice:

Values

1 legaland organisational requirements on equality, diversity, discrimination and
rights when working with individuals and dealing with emergencies

2 howto provide active support and promote the individual’s rights, choices
and well-being whilst ensuring healthy and safe working practices and dealing
with emergencies.

Legislation and organisational policy and procedures

3 codes of practice and conduct; standards and guidance relevant to your own
and others’ roles, responsibilities, accountability and duties for health, safety
and when dealing with emergencies

4 currentlocal, UKand European legislation, and organisational requirements,
procedures and practices for:
a data protectionincluding recording, reporting, confidentiality and sharing

information and how to complete records for accidents and emergencies

b health, safety and risk assessment for the environment, your work activities

and for the individuals with whom you are working

the protection of individuals from danger, harm and abuse

your responsibility for keeping yourself and others safe

e useand storage of hazardous and non-hazardous substances

and equipment
f infection control.

o 0
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(Level 2 core)

Theories and practice

1
12
13
14
15
16
17

18

how to access and use records and information relating to health and safety
actions to take when you observe any key changes in the individuals conditions
methods of using equipment and materials safely (including the use of
chemicals and other hazardous substances)

methods of storing different equipment and materials safely and securely
methods of minimising the risk of contamination and infection

how to deal and work with hazardous and non-hazardous materials, equipment
and waste, in order to minimise the risks of contamination and danger

how to store equipment and materials safely

how to move and handle people, items and objects safely

types of personal protective clothing and equipment that you should and might
have to use in your work and the reasons for using such clothing and equipment
aspects of your own health and hygiene that might pose a threat to individuals,
key people and the place in which you work

risks and hazards that might cause the individual, yourself and others to have an
accident, fall, be injured and becomeiill

common reasons why accidents happen in the care environment and with the
individuals with whom you work

the susceptibility of specific groups of individuals to falls, spillages and breaking
items and the reasons for this

the different kinds of emergency there may be in your work environment and
with the individuals for whom you are responsible.
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Unit evidence requirements

Award title: NVQ Health and Social Care Level 2
Unit number: HSC22
Unit title: Support the health and safety of yourself and individuals

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and
all the knowledge and those parts of the scope that are applicable to your work.

The evidence must be provided in the following ways taking into account any of the
special considerations below.

Special considerations:
Simulation is permitted for element HSC22c Take action to deal with
emergencies in this unit.

The nature of this unit means that most of your evidence must come from real
work activities.

The evidence must reflect, at all times, the policies and procedures of the workplace
as linked to current legislation and the values and principles for good practice in
health and social care. This will include the National Service Standards for your area
of work or client/service user group.

Required sources of performance and knowledge evidence:
Observation is the required assessment method to be used to evidence some
parts of each elementin this unit.

Your assessor will observe you in real work activities and this should provide most of

the evidence for the performance criteria for the elements in this unit. Your assessor

will also decide what knowledge and understanding you have demonstrated through
your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation:

HSC22a performance criteria 5
HSC22b performance criteria 4

Unit HSC22 97
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Your assessor will identify other sources of performance and knowledge evidence
where observation has been used but your assessor needs to ensure that any
outstanding performance criteria and knowledge requirements are met and that
your performance is consistent.

Expert witness testimony: Your assessor may identify an occupational expert
from your workplace who can provide a testimony about your work performance.

Work products: These are non-confidential records made, or contributed to,
by you, eg risk assessments.

Confidential records: These may be used as evidence but must not be placed in
your portfolio, they must remain in their usual location and be referred to in the
assessor records in your portfolio eg accident reports.

Questioning/Professional discussion: Questions may be oral or written. In
each case the question and your answer will need to be recorded. Professional
discussion should be in the form of a structured review of your practice with the
outcomes captured by means of audiotape or a written summary. These are
particularly useful to provide evidence that you know and understand principles
which support practice, policies, procedures and legislation, and that you can
critically evaluate their application eg safe storage and use of equipment

and materials.

Original certificates: Certificates of training, awards and records of attendance
must be authentic, current and valid. Your assessor will also want to check the
content of such training so that this can be matched to the standards and check
that you have retained and can apply learning to practice eg First Aid certificate,
Health and Safety certificate.

Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the
knowledge requirement of your award. Occasionally, because an event happens
rarely or may be difficult to observe, you may be able to use a reflective account to
provide some of the performance evidence for this unit. eg Accessing and using
records and information in relation to health and safety, review of own health and
hygiene identifying aspects that might cause a threat to others at work.

Witness testimony: Colleagues, allied professionals and service users/patients
may be able to provide testimony of your performance. Your assessor will help
you to identify the appropriate use of witnesses.

Level 2 NVQ in Health and Social Care (3172)
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Unit HSC23

Unit HSC23
Develop your knowledge and practice (Level 2 core)

Elements of competence

HSC23a Evaluate your work
HSC23b Use new and improved skills and knowledge in your work

About this unit

This unit requires you to evaluate your skills and knowledge, seek help to develop
these and use new knowledge and skills when carrying out the activities for which
you are responsible.

Scope

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

Feedback could be provided: orally; in written form; electronically and it should be
communicated using the individual’s preferred spoken language and the use of
signs; symbols; pictures; writing; objects of reference; communication passports;
other non verbal forms of communication; human and technological aids

to communication.

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

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

Values underpinning the whole of the unit

The values underpinning this unit have been derived from the key purpose
statement’, the statement of expectations from carers and people receiving
services, relevant service standards and codes of practice for health and social care
in the four UK countries. These can be found in the principles of care unit HSC24.

To achieve this unit you must demonstrate that you have applied the principles of
care outlined in unit HSC24 in your practice and through your knowledge.

1 The key purpose identified for those working in health and social care settings is ‘to provide an
integrated, ethical and inclusive service, which meets agreed needs and outcomes of people requiring
health and/or social care’
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Unit HSC23
Develop your knowledge and practice (Level 2 core)

Key words and concepts

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

Active support

Supportthat encourages individuals to do as much for themselves as possible to
maintain their independence and physical ability and encourages people with
disabilities to maximise their own potential and independence.

Individuals

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

Key people

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

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

Rights

The rights that people have to:

* berespected

* betreated equally and not be discriminated against

* betreated as anindividual

* betreatedinadignified way

e privacy

* be protected from danger and harm

* be cared forin the way that meets their needs, takes account of their choices and
also protects them

* access information about themselves

» communicate using their preferred methods of communication and language.



Unit HSC23
Develop your knowledge and practice (Level 2 core)

HSC23a
Evaluate your work

Performance criteria

You need to show that,

1 you assess how well you carry out your work activities

2 yousupport individuals and key people to give you feedback on your work

3 youidentify how your values, belief systems and experiences may affect your
work with individuals

4 youidentify any skills, knowledge and support that would help you to carry out
your work activities more effectively

5 you access and use appropriate support and information to improve your work.

Unit HSC23 107
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Unit HSC23
Develop your knowledge and practice (Level 2 core)

HSC23b
Use new and improved skills and knowledge in your work

Performance criteria

You need to show that,
1 you use the evaluation of your skills and knowledge to improve your
work activities
2 you work with others to:
a identify new skills and knowledge relevant to, and which can improve your
work activities
b access any training you may need to gain the new and improved skills
and knowledge
3 youdiscuss, develop and review, with appropriate people, the usefulness of the
new and improved skills and knowledge to your work activities
4 you confirm with the appropriate people thatitis safe and legal before applying
new skills and knowledge
5 youuse new and improved skills and knowledge that have been agreed are
appropriate to your work activities
6 you evaluate, and supportindividuals and key people to evaluate if, and how your
new and improved skills and knowledge have enhanced your work.
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Unit HSC23
Develop your knowledge and practice (Level 2 core)

Knowledge specification for the whole of this unit

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

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

You need to show that you know, understand and can apply in practice:

Values

1 legal and organisational requirements on equality, diversity, discrimination and
rights when working with individuals and others to improve your knowledge
and practice.

Legislation and organisational policy and procedures

2 codes of practice and conduct; standards and guidance relevant to your own
and others’ roles, responsibilities, accountability and duties in relation to
developing your skills and knowledge and improving your practice

3 currentlocal, UKand European legislation, and organisational requirements,
procedures and practices for accessing training and undertaking personal and
professional development activities

4 The purpose of, and arrangements for your supervision and appraisal.

Theories and practice

5  purpose and ways to access professional development activities
and opportunities

6  how to keep your skills and knowledge up-to-date

7 organisations that provide development opportunities to meet your needs and
how to access these

8 howto plantraining, development opportunities and other support to develop
your skills and knowledge

9 howtolearnfrom:
a your own and others’ practice
b other sources of information and support

10 study and other abilities that will enable you acquire new skills and knowledge,
apply these to your own practice and evaluate their effectiveness

11 how to evaluate your own values, skills and knowledge

12 how to work with individuals, key people and others to evaluate your practice
and improve you skills and knowledge.
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Unit HSC23
Develop your knowledge and practice (Level 2 core)

Unit evidence requirements

Award title: NVQ Health and Social Care Level 2
Unit number: HSC23
Unit title: Develop your knowledge and practice

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and
all the knowledge and those parts of the scope that are applicable to your work.

The evidence must be provided in the following ways taking into account any of the
special considerations below.

Special considerations:
Simulation is not permitted for this unit.

The nature of this unit means that all of your evidence must come from real
work activities.

The evidence must reflect, at all times, the policies and procedures of the workplace,
as linked to current legislation and the values and principles for good practice in
health and social care. This will include the National Service Standards for your area
of work or client/service user group.

Required sources of performance and knowledge evidence:
Observation is the required assessment method to be used to evidence some
parts of each element in this unit.

Your assessor will observe you in real work activities and this should provide most of

the evidence for the performance criteria for each element in this unit. Your assessor
will also decide what knowledge and understanding you have demonstrated through
your work practice.



Unit HSC23
Develop your knowledge and practice (Level 2 core)

Other sources of performance and knowledge evidence:

Your assessor will identify other sources of performance and knowledge evidence
where observation has been used but your assessor needs to ensure that any
outstanding performance criteria and knowledge requirements are met and that
your performance is consistent.

« Expert witness testimony: Your assessor may identify an occupational expert
from your workplace who can provide a testimony about your work performance.

Work products: These are non-confidential records made, or contributed to,
by you, eg continuing professional development records, skills analysis.

Confidential records: These may be used as evidence but must not be placed in
your portfolio, they must remain in their usual location and be referred to in the
assessor records in your portfolio eg personal appraisals/supervision/reviews.

* Questioning/Professional discussion: Questions may be oral or written. In
each case the question and your answer will need to be recorded. Professional
discussion should be in the form of a structured review of your practice with the
outcomes captured by means of audiotape or a written summary. These are
particularly useful to provide evidence that you know and understand principles
which support practice, policies, procedures and legislation, and that you can
critically evaluate their application eg procedures and practices for accessing
training, evaluating own values, skills and knowledge.

+ Original certificates: Certificates of training, awards and records of attendance
must be authentic, current and valid. Your assessor will also want to check the
content of such training so that this can be matched to the standards and check
that you have retained and can apply learning to practice eg Moving and Handling
Certificate, First Aid Certificate.

+ Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the
knowledge requirement of your award. Occasionally, because an event happens
rarely or may be difficult to observe, you may be able to use a reflective account to
provide some of the performance evidence for this unit eg assessment of work
activities, reflection on training/development of skills and value in work activities.

» Witness testimony: Colleagues, allied professionals and service users/patients

may be able to provide testimony of your performance. Your assessor will help
you to identify the appropriate use of witnesses.

Level 2 NVQ in Health and Social Care (3172) 111
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Unit HSC24

Unit HSC24
Ensure your own actions support the care, protection and
well-being of individuals (Level 2 core)

Elements of competence

HSC24a Relate to and supportindividuals in the way they choose
HSC24b Treat people with respect and dignity
HSC24c Assistin the protection of individuals

About this unit

For this unit you must demonstrate that you value and treat people equally and with
respect and dignity, encouraging and respecting the individual’s preferences and
protecting them from danger, harm and abuse.

Scope

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

Appropriate people could include: your line manager; professionals or specialists.

Changes that may be observed could include the individual’s condition, behaviour,
appearance or mental state.

Communicate using the individual’s preferred spoken language; the use of signs,
symbols, pictures, writing, objects of reference, communication passports; other
non verbal forms of communication; human and technological aids

to communication.

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

Harm could be/have been: short term; medium term; long term.

Key people cover family, friends, carers and others with whom the individual has a
supportive relationship, including people within and outside your organisation who
provide health and care services and support the needs of individuals.

Your knowledge and understanding will be specifically related to legal
requirements and codes of practice applicable to your job; your work activities; the
job you are doing (eg domiciliary, residential care, hospital settings) and the
individuals you are working with.
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Unit HSC24
Ensure your own actions support the care, protection and
well-being of individuals (Level 2 core)

Values underpinning the whole of the unit

The values underpinning this unit have been derived from the key purpose
statement’, the statement of expectations from carers and people receiving
services, relevant service standards and codes of practice for health and social care
in the four UK countries. They are embedded in this unit and should be applied in
your practice and through your knowledge demonstrated in any other standard you
are working towards.

Key words and concepts

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

Appropriate people
Those people to whom you need to report according to legal and
organisational requirements.

Abuse
Abuse is causing physical, emotional and/or sexual harm to an individual and/or
failing/neglecting to protect them from harm.

Active support

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

Danger
The possibility that harm may occur.

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

Individuals

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

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



Unit HSC24
Ensure your own actions support the care, protection and
well-being of individuals (Level 2 core)

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

and well-being.

Unit HSC24 119
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Unit HSC24
Ensure your own actions support the care, protection and
well-being of individuals (Level 2 core)

HSC24a
Relate to and supportindividuals in a way they choose

Performance criteria

You need to show that,

1
2

3

o1

N

you find out about the individual’s needs, wishes and preferences

you develop appropriate relationships that enable you to carry out your
work activities

you supportindividuals to identify how they want you to carry out your
work activities

you provide active support that enables individuals to use their strengths
and potential

you respectindividuals’ choices and desire to care for themselves

you work to resolve conflicts and if you cannot, you seek extra support and advice
to help you meet the individual’s needs, wishes and preferences

you observe any changes that could affect the individual’s care needs

you report any observed changes to the appropriate people.



Unit HSC24
Ensure your own actions support the care, protection and
well-being of individuals (Level 2 core)

HSC24b
Treatindividuals with respect and dignity

Performance criteria

You need to show that,

1 youtreatand value each person as an individual

2 you respect the dignity and privacy of individuals

3 you respect the individual’s diversity, culture and values

4 you workin ways that:
a recognise the individual’s beliefs and preferences
b puttheindividual’'s preferences at the centre of everything you do
¢ donotdiscriminate against any individual
d ensure that the service you provide is delivered equally and inclusively

5 you provide active support to enable individuals to participate as much as they
are able

6 youidentify and take appropriate action when behaviours and practice
discriminate againstindividuals

7 you seek extra support and advice when you are having difficulty supporting
equality and diversity

8 you ensure that individuals have the appropriate information about how to offer
comments on their care.

Unit HSC24 121
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Unit HSC24
Ensure your own actions support the care, protection and
well-being of individuals (Level 2 core)

HSC24c
Assist in the protection of individuals

Performance criteria

You need to show that,
you seek and acquire information about:

1

a
b

€

assessment of individuals in relation to actual or likely danger, harm and abuse
any difference of views that affect the activities you are responsible for and how
to deal with them

the individual’s preferences, abilities and support to cope with actual or likely
danger, harm and abuse

your specific role in protecting the individuals from actual or likely danger, harm
and abuse

the procedures that you have to follow for working with the danger and harm to
the individual or others

you clarify with individuals your responsibilities to disclose information about
actual and likely danger, harm and abuse

you develop trust with individuals and key people so that they are able to raise and
communicate concerns about actual or likely danger, harm and abuse to
themselves and others

you observe any signs or symptoms that indicate that individuals:

a
b
c

have been harmed or abused
are being harmed or abused
arein danger of harm or abuse

you respond to situations and behaviour in ways that avoid putting yourself and
others at unnecessary risk

you promptly alert appropriate people and organisations when you discover or
suspect individuals and others who are in danger, within confidentiality
agreements and according to legal and organisational requirements

you record and report the specific activities that you have carried out to protect
individuals and others from danger, harm or abuse, within confidentiality
agreements and according to legal and organisational requirements.



Unit HSC24
Ensure your own actions support the care, protection and
well-being of individuals (Level 2 core)

Knowledge specification for the whole of this unit

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

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

You need to show that you know, understand and can apply in practice:

Values
1 legaland organisational requirements on equality, diversity and discrimination
when working with individuals, key people and others
2 therights thatindividuals have to:
be respected
be treated equally and not be discriminated against
be treated as an individual
be treated in a dignified way
privacy
be protected from danger and harm
be cared for in a way that meets their needs, takes account of their choices
and also protects them
h access information about themselves
i to communicate using their preferred methods of communication
and language
the rights and responsibilities individuals have for their own care and protection
4 theways health and social care values may differ from those of the individuals
you are working with
how to provide active support
6  howtofind out and supportindividuals needs, rights, preferences and
well-being
7 methods and ways of working that:
a promote equality and diversity
b are effective when dealing with and challenging discrimination.

cQ P D® QO O T QD

w

Ul
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Unit HSC24
Ensure your own actions support the care, protection and
well-being of individuals (Level 2 core)

Legislation and policy

8  codes of practice and conduct; standards and guidance relevant to your own
and others’ roles, responsibilities, accountability and duties when valuing and
respecting people; taking account of their views and preferences and
protecting them from danger, harm and abuse

9  currentlocal, UKand European legislation, and organisational requirements,
procedures and practices for:
a accessing records and information
b recording, reporting, confidentiality and sharing information, including

data protection

health, safety and protection of yourself, individuals, key people and others

assessing and managing risks associated with your work

reporting compliments, comments and complaints

dealing with suspicions and disclosure of danger harm and abuse
g the protection of individuals from danger, harm and abuse

10 the purpose of, and arrangements for your supervision when dealing with
abuse and protection.

S D® Q9 O

Theories and practice

11 whereto go to access information that can inform your practice

12 factors that can affect the behaviour, skills, abilities and development of the
individuals with whom you are working

13 actions to take when you observe key changes in the conditions and
circumstances of individuals

14 methods that encourage individuals to use their strengths and potential and
take as much control over their lives as possible

15 identify factors that may lead to danger, harm and abuse

16  how to protect yourself, individuals, key people and others with whom you
work from danger, harm and abuse

17 signs and symptoms of danger, harm and abuse

18 understand the correct actions to take when danger, harm and abuse has
been disclosed

19 howtoaccessinformation that can inform your practice in relation to the
protecting individuals

20 methods of working with, and resolving conflicts that you are likely to meet
within your work

21 recording and reporting requirements for specific individuals.
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Unit HSC24
Ensure your own actions support the care, protection and
well-being of individuals (Level 2 core)

Unit evidence requirements

Award title: NVQ Health and Social Care Level 2

Unit number: HSC24

Unit title: Ensure your own actions support the care, protection and well-being
of individuals

Evidence requirements for this unit:
You must provide your assessor with evidence for all the performance criteria and
all the knowledge and those parts of the scope that are applicable to your work.

The evidence must be provided in the following ways taking into account any of the
special considerations below.

Special considerations:
Simulation is not permitted for this unit.

The nature of this unit means that all of your evidence must come from real
work activities.

The evidence must reflect, at all times, the policies and procedures of the workplace
as linked to current legislation and the values and principles for good practice in
health and social care. This will include the National Service Standards for your area
of work or client/service user group.

Required sources of performance and knowledge evidence:
Observation is the required assessment method to be used to evidence some
parts of each elementin this unit.

Your assessor will observe you in real work activities and this should provide most of
the evidence for the performance criteria for the elements in this unit. Your assessor
will also decide what knowledge and understanding you have demonstrated through
your work practice.

Other sources of performance and knowledge evidence:
The following performance criteria may be difficult to evidence by observation:

HSC24a performance criteria 6, 7

HSC24b performance criteria 6, 7
HSC24c performance criteria 6

Unit HSC24 125
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Unit HSC24
Ensure your own actions support the care, protection and
well-being of individuals (Level 2 core)

Your assessor will identify other sources of performance and knowledge evidence
either where observation or expert witness testimony was not required or where
observation or expert witness testimony has been used but your assessor needs to
ensure that any outstanding performance criteria and knowledge requirements are
met and that your performance is consistent.

« Expert witness testimony: Your assessor may identify an occupational expert
from your workplace who can provide a testimony about your work performance.

* Work products: These are non-confidential records made, or contributed to,
by you.

 Confidential records: These may be used as evidence but must not be placedin
your portfolio, they must remain in their usual location and be referred to in the
assessor records in your portfolio eg observation reports, care/individual
plans, reviews.

* Questioning/Professional discussion: Questions may be oral or written. In
each case the question and your answer will need to be recorded. Professional
discussion should be in the form of a structured review of your practice with the
outcomes captured by means of audiotape or a written summary. These are
particularly useful to provide evidence that you know and understand principles
which support practice, policies, procedures and legislation, and that you can
critically evaluate their application eg how you resolve conflict, factors that
affect behaviour.

+ Original certificates: Certificates of training, awards and records of attendance
must be authentic, current and valid. Your assessor will also want to check the
content of such training so that this can be matched to the standards and check
that you have retained and can apply learning to practice eg Dealing with harm
and abuse certificate, Challenging behaviour training certificate.

+ Case studies, projects, assignments and reflective accounts of your work:
These methods are most appropriately used to cover any outstanding areas in the
knowledge requirement of your award. Occasionally, because an event happens
rarely or may be difficult to observe, you may be able to use a reflective account to
provide some of the performance evidence for this unit eg methods that
encourage individuals to use their own strengths and potential.

* Witness testimony: Colleagues, allied professionals and service users/patients

may be able to provide testimony of your performance. Your assessor will help
you to identify the appropriate use of witnesses.

Level 2 NVQ in Health and Social Care (3172)
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Further information

Further information regarding centre/scheme approval or any aspect of
assessment of our qualifications should be referred to the relevant City & Guilds

regional/national office:

Region

Telephone

Facsimile

City & Guilds Scotland

0131 226 1556

0131 226 1558

City & Guilds North East

0191 402 5100

0191 402 5101

City & Guilds North West 01925897900 01925 897925
City & Guilds Yorkshire 01133808500 01133808525
City & Guilds Wales 02920748600 02920748625
City & Guilds West Midlands 0121 359 6667 01213597734
City & Guilds East Midlands 01773 842900 01773 833030
City & Guilds South West 01823722200 01823 444231
City & Guilds London and South East 02072942820 02072942419
City & Guilds Southern 02072942724 02072942412
City & Guilds East 01480308300 01480308325
City & Guilds Northern Ireland/Ireland 02890325689 0289031 2917
City & Guilds Customer Relations Unit 02072942800 0207294 2400
Website www.city-and-guilds.co.uk
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