

Page | 1



CHCCCS015
Provide individualised support
Instructor Workbook


















[image: ]









[bookmark: _Toc430785461]Table of Contents
 
Table of Contents	1
Candidate Details	2
Assessment – CHCCCS015: Provide individualised support	2
Competency Record to be completed by Assessor	3
Activities	4
Activity 1A	4
Activity 1B	5
Activity 1C	6
Activity 1D	8
Activity 1E	10
Activity 2A	11
Activity 2B	12
Activity 2C	13
Activity 2D	14
Activity 2E	15
Activity 2F	16
Activity 2G	17
Activity 2H	18
Activity 2I	19
Activity 3A	20
Activity 3B	21
Activity 3C	22
Activity 4A	23
Activity 4B	24
Activity 4C	25
Activity 4D	26
Activity 4E	27
Skills and Knowledge Activity	28
Major Activity	29
[bookmark: _Toc430785462]
Candidate Details
[bookmark: _Toc430785463]Assessment – CHCCCS015: Provide individualised support
The learners must complete the following activities and hand them into you for marking. This forms part of the learner’s assessment for CHCCCS015: Provide individualised support. The initial activities are formative – the Skills and Knowledge and Major Activities are summative but all should show the learner’s knowledge of the unit. The activities should be completed in a suitable environment, whether that is a classroom, training environment or an appropriate workplace location. 
Name: 		_____________________________________________________________
Address:	_____________________________________________________________
		_____________________________________________________________
Email:		_____________________________________________________________
Employer:	_____________________________________________________________
Declaration
I declare that no part of this assessment has been copied from another person’s work with the exception of where I have listed or referenced documents or work and that no part of this assessment has been written for me by another person.
Signed:		____________________________________________________________
Date:		____________________________________________________________
If activities have been completed as part of a small group or in pairs, details of the learners involved should be provided below:
This activity workbook has been completed by the following persons and we acknowledge that it was a fair team effort where everyone contributed equally to the work completed. We declare that no part of this assessment has been copied from another person’s work with the exception of where we have listed or referenced documents or work and that no part of this assessment has been written for us by another person.
Learner 1:	____________________________________________________________
Signed:		____________________________________________________________
Learner 2:	____________________________________________________________
Signed:		____________________________________________________________
Learner 3:	____________________________________________________________
Signed:		____________________________________________________________
[bookmark: _Toc430785464]
Competency Record to be completed by Assessor
Learner Name:		_______________________________________________________
Date of Assessment:	_______________________________________________________
The learner has been assessed as competent in the elements and performance criteria and the evidence has been presented as:
	
	Assessor Initials

	Authentic
	

	Valid
	

	Reliable
	

	Current
	

	Sufficient
	



Learner is deemed: 		COMPETENT		NOT YET COMPETENT (Please circle)

If not yet competent, date for re-assessment:		____________________________________

Comments from Trainer / Assessor:
__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Assessor Signature:		________________________________________________________
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Activities
[bookmark: _Toc430785466]Activity 1A
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to interpret and clarify own role in implementing individualised plan and seek appropriate support for aspects outside scope of own knowledge, skills or job role.

	Activity
	Consider your current role in implementing individualised plans. 

List five tasks that you are required to do as part of your role.

Answers will vary depending on the specific role of the learner. They should demonstrate that they are aware of what their specific role entails.

For example, their job may be to:

· Wake clients up
· Assist clients with washing
· Assist clients with dressing
· Helping the clients get to the dining room for breakfast.

List five tasks that you are not trained or permitted to do within your role. For each of these tasks, note exactly why you are not permitted to do them.

Answers will vary depending on the specific role of the learner. They should demonstrate that they are aware of the things that are not included within their specific role. Learners should also highlight that they understand why they shouldn’t be doing these particular tasks.

For example, they may not be able to:

· Administer medication to clients (this may be because they are not trained in dosing or monitoring clients)
· Administer injections to clients (this may be because they are not trained in doing so and could cause serious harm).

For the five tasks outlined in the previous task, identify who is permitted to do them. 

Answers will vary depending on the tasks outlined in the previous task. Learners should show that they aware of the person that should be completing these tasks because they cannot do so.

For example:

· Bill from the dispensary is responsible for giving clients their medication. When he is away, John the manager does it.
· Sarah and Jane are responsible for administering injections. 
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Activity 1B
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to confirm individualised plan details with the person and with family and carers when appropriate.

	Activity
	What is an individualised plan?

An individualised plan is a personalised plan of care that is created for a client and is specific to them and their needs.

Summarise the following:
· Person-centred practice
· Strengths-based practice
· Active support.

Person-centred practice involves caring for your clients in the way that they want you to. It relies on your getting to know them as an individual and finding out what they need from their care, their goals and any preferences related to care. Basically, how do they want to be cared for?

Strengths-based practice involves viewing clients as resourceful and emphasising their self-determination. Clients aren’t just clients – they’re people and they are often capable of contributing to their care in one way or another. It relies on client-led care and doesn’t focus on the weaknesses of that client (although they shouldn’t be completely forgotten). Instead, this practice builds on the client’s existing characteristics and strengths to encourage them to address their own care and develop their own plans. 

Active support involves giving clients some level of control over their care. It encourages them to get involved, engaging and participating in their own care.

Why is it important to develop and confirm an individualised care plan with the client?

Answers may include:

· Clients should be involved – their opinions and thoughts should be considered 
· Ensures you have a full understanding of what client needs, wants and expects
· Ensures details that you have are accurate and suitable
· You can go ahead with delivering the care in the particular way that the client wishes
· Gives the client chance to query or amend anything that they are not happy about
· Reduces chance of problems or issues occurring
· It’s in line with person-centred, strengths-based and active support and care approaches.





[bookmark: _Toc430785468]Activity 1C
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to ensure the person is aware of their rights and complaints procedures.

	Activity
	It is essential that ensure that your clients are aware of their rights. Considering your own organisation, outline the rights that your clients have.

Answers may include the right to:

· Receive the appropriate care relevant to their specific needs
· Be treated with respect and dignity
· Live with privacy, free from abuse and/or neglect
· Not be victimised, discriminated against or exploited
· A safe and secure environment in which they can  move around freely
· To make their own decisions and have them considered and respected
· Access information about their own medical details
· A choice of suitable treatments
· Be treated as an individual
· Maintain religious practices
· Use their preferred language 
· Maintain social and personal relationships with others 
· Freedom of speech 
· Control their own finances
· Retain their own possessions
· Choose which activities and similar they participate in 
· Have access to generally-available community services and activities
· Have a say over their living arrangements 
· Access to information about their rights
· The right to complain
· Not be afraid of reprisals arising and a result of complaint or query
· Withdraw from the service at any time. 

It is also important to ensure that your clients are aware of the complaints procedure. Summarise the complaints procedure that is in place within your own organisation. 

Answers will vary between learners depending on their own organisation and the complaints procedure that is in place. They should demonstrate that they understand the aspects of the complaints procedure, should they need to communicate this with their clients.

Answers may refer to:

· The steps involved (e.g. acknowledgement, assessment, response and follow up)
· How clients should make their complaint (e.g. in person, in writing, over the phone or through email)
· The need to inform the client of the plan (e.g. explaining the process and estimating how soon they can expect a response).

Why is an effective complaints procedure so important?

Answers may include:

· Issues and problems can be dealt with quickly and efficiently
· Complaints can contribute to the continuous improvement of service/care being delivered
· Relationships with clients, their family and their carers can be improved
· An overall improved standard of care.





[bookmark: _Toc430785469]Activity 1D
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to work with the person to identify actions and activities that support the individualised plan and promote the person’s independence and rights to make informed decision-making.

	Activity
	Give examples of the actions and activities that can support a client’s individualised plan.

Answers may include:

· Accommodation support
· Community access
· Employment support
· Lifestyle support
· Personal care
· Social support
· Support involving simple technical skills
· Cleaning services
· Garden maintenance services
· Home maintenance/modification services
· Laundry services
· Meal preparation and/or delivery services
· Shopping services
· Transport services.

Give an example of a time that you have promoted and encouraged the independence of a client.

Answers will vary depending on the learner’s previous experience. They should outline a situation in which they promoted and encouraged the independence of a client. For example, refer to the tea example in the unit. The learner could explain the ways that they promoted independence and ensured that their client could continue to make their own cup of tea in the morning. 

Why is it important to promote and encourage client independence?

Answers may refer to:

· It being an important attribute
· Improving quality of life
· Maintaining pride
· Keeping dignity.

Give examples of the different decisions that a client has the right to make. 

Answers may include:

· What to wear
· What to eat
· Who to talk to
· What to do
· What activities to participate in
· What to watch on television
· Whether to go out into the garden or not
· If they want to call their friends or families
· Whether to read the paper
· Which paper to read. 





[bookmark: _Toc430785470]Activity 1E
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to prepare for support activities according to the person’s individualised plan, preferences and organisation policies, protocols and procedures.

	Activity
	Explain how organisational policies, procedures and protocols affect the provision of support activities and services in your workplace. 

All answers will vary and depend upon the policies of each individual organisation. 





[bookmark: _Toc430785471]Activity 2A
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to conduct exchanges with the person in a manner that develops and maintains trust.

	Activity
	Role Play Activity

Get into pairs. 

Act out two different types of exchanges that could occur in your daily work schedule with a client. Do this in a manner that promotes and maintains trust and respect. 

The exchanges must all be different, such as:

· Morning greeting
· Conversation as you work
· General conversation
· Answering an enquiry. 

Next, have your partner act out a scene with you, but have them do something that would break trust or damage the relationship.

Point out what they did wrong and how it made you feel. 

Learners may do this activity in pairs, or one-on-one with the trainer. Learners should identify the positive and negative aspects of each encounter. 
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	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to provide support according to the individualised plan, the person’s preferences and strengths, and organisation policies, protocols and procedures.

	Activity
	Identify a typical aspect of a client’s individualised care plan.

· What is it?
· What are the client’s preferences or strengths regarding this?
· What are the organisational policies and procedures regarding this?
· How are these balanced?

All answers will vary between learners depending on the typical aspect that they identified. 

For example:

· The client has a skin condition which must be treated by having an oil-based cream rubbed in to the affected areas
· The client dislikes the feeling of the greasy cream on their skin and requests that the cream be applied some time before their night-time bath, rather than the morning, so it can be washed off before bed and doesn’t rub off into their day clothes
· The organisation usually has medication and other treatments administered after breakfast. Staff have noticed that this patient is indeed uncomfortable being covered in greasy cream and constantly plucks at their clothes and rubs the affected areas all day long, which chafes their skin, making the original condition worse. It is decided that an exception will be made, but the client must let the cream soak in for one hour before bathing. 





[bookmark: _Toc430785473]Activity 2C
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to assemble equipment as and when required according to established procedures and the individualised plan.

	Activity
	An elderly client is still living alone in the house they’ve lived in for 40 years. They are getting to the stage where the stairs are difficult to tackle on a daily basis and they have resorted to sleeping in their armchair every now and then. They are not ready to move out of their beloved home into a more practical bungalow. What equipment could help them remain in the home? How would you need to assemble this?

A stair lift would be a good choice of equipment to ensure that your elderly client can stay in their house. It would need assembling according to established procedures and the client’s individualised plan. The manufacturer’s guidelines will also come in handy. Once assembled, it needs to be fit for purpose and safe for your client to use. 





[bookmark: _Toc430785474]Activity 2D
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to respect and include the family and/or carer as part of the support team.

	Activity
	Give examples of the different ways that a client’s family and carer can be included as part of the support team.

Answers may vary between learners but could refer to:

· In the design and delivery of the client’s individualised plan
· In the decision-making process
· In informing your about changing needs or preferences
· In contributing to the care
· In demonstrating how client likes something doing. 





[bookmark: _Toc430785475]Activity 2E
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to provide support according to duty of care and dignity of risk requirements.

	Activity
	What is duty of care?

Duty of care comes under the legal concept of negligence and refers to your obligation to take responsible care of your client.

What is dignity of risk?

Dignity of risk is the right that a client has to choose to take some risk when engaging in their own life experiences.

An elderly client is adamant that they want to continue to make their own meals rather than have a worker come in to do it. They have an unsteady hand and have previously burnt and cut themselves. You know that it is unsafe for them to continue making their own meals but need to respect their wishes. What would you do? How would you balance the duty of care requirements with the dignity of risk requirements?

Answers may vary slightly between learners but should explore the ways in which they can ensure this particular client’s wishes are taken into consideration, despite the risk associated with them, whilst ensuring the client’s safety. 

For example, they may suggest having meals that are already partially prepared delivered to the client’s home. This would still give them a level of independence but would reduce the chances of them burning or cutting themselves. Learners may also suggest sourcing kitchen aids, tools or gadgets that can help the client prepare their own meals whilst reducing the chance of cuts and burns. For example, special chopping boards can secure the item of food that needs chopping and includes slots for a knife. These slots act as a guide for the client and can reduce the chance of them slipping and cutting themselves. There are special serving utensils that can enhance your client’s grip and reduce the chance of them dropping their hot food and burning themselves. There are also special knives that can assist your client in preparing their food in a much safer manner. 





[bookmark: _Toc430785476]Activity 2F
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to provide assistance to maintain a safe and healthy environment.

	Activity
	Identify three potential workplace hazards.

Answers may vary between learners but could include:

· Loose carpets
· Wet floors
· Broken equipment.

What could happen if these hazards went unnoticed or unreported?

Answers will depend on the learner’s hazards, for example:

· Loose carpet: staff or clients could trip and fall; this is especially hazardous near sharp or hot objects and stairs.
· Wet floors: anyone passing through can slip and seriously hurt themselves. It is possible to suffer sprains, broken bones and concussions through slips and falls. This could be especially dangerous in the kitchen areas or busy corridors.
· Broken equipment: this can cause serious harm to staff and clients using the machine; for example, a bath hoist. If this fails, the client could be dropped onto or into the bath or onto the floor. Serious injuries can be gained through slipping or falling on or against tiles and porcelain. 

How could you rectify these hazards?

Answers will depend on the learner’s hazards, for example:

· Loose carpets: can be glued or stapled down or cordoned off until professional maintenance is arranged.
· Wet floors: can simply be mopped up or cordoned off until professional maintenance can be secured.
· Broken equipment: should be labelled as broken and stored until a person qualified to repair it can do so. 





[bookmark: _Toc430785477]Activity 2G
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to provide assistance to maintain a clean and comfortable environment.

	Activity
	What should a clean environment include?

Answers may include:

· Physical cleanliness of surfaces and tools used
· Low risks to health from microorganisms
· Access to safe, clean water
· Access to basic sanitation 
· Low risks of cross-contamination 
· Low risks of infection
· Safe disposal of waste (particularly high risk wastes such as needles). 

Outline the different ways in which you can maintain a clean environment for your clients.

Answers may include:

· Practicing good hand hygiene 
· Maintaining good personal hygiene 
· Keeping up-to-date with the relevant training
· Cleaning spills of bodily fluids  correctly
· Making yourself familiar with relevant guidelines, policies and procedures
· Wearing the correct Personal Protective Equipment (PPE)
· Following the rules in regards to hygiene 
· Cleaning equipment and tools according to instructions and guidelines. 

Summarise what a comfortable environment should do/include:

Answers may include:

· Providing clients with physical comfort, ease and relaxation
· Be free from stress or anxiety
· Be homely
· Create a welcoming atmosphere 
· Be clean and safe
· Allow clients to feel secure
· Be pleasant and enjoyable.

A comfortable environment will be individual to the particular client that you are providing care and support for. Give details of a specific time that you altered an environment for a client in order to make them feel comfortable. 

Answers will vary between learners depending on their experiences. Refer to examples in the chapter.





[bookmark: _Toc430785478]Activity 2H
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to respect individual differences to ensure maximum dignity and privacy when providing support.

	Activity
	Define dignity.

Dignity is considered to be the result of being treated with respect. It is associated with a sense of well-being, worth, having a sense of purpose and being valued. It’s about supporting and promoting, and not undermining clients’ self-respect.

Define privacy.

Privacy is related to ‘peace and quiet’ and involves giving your clients space when they need it by not disturbing, interrupting or observing your client whilst you provide them with support. 

It is essential to respect clients’ individual differences. Give examples of the different ways that you can do this to maintain their dignity and privacy whilst providing them with support. 

Answers may include:

· Implementing and adhering to a confidentiality policy
· Not discussing personal or sensitive information where others might overhear
· Ensuring that they receive their mail unopened
· Knocking before you enter their personal space
· Asking them if it is okay to touch them before doing so 
· Ensuring facilities are single-sex
· Providing clients with their own facilities when possible 
· Allowing them to go to the toilet and close the door
· Washing them without poking fun at their body
· Closing the curtains or doors if you are assisting them wash or get dressed 
· Giving them a ‘do-not-disturb’ sign to use
· Giving them personal space when they have visitors
· Being sensitive when undertaking personal care tasks (e.g. matters of culture/religion)
· Ensuring your clients never feel embarrassed. 





[bookmark: _Toc430785479]Activity 2I
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to seek assistance when it is not possible to provide appropriate support.

	Activity
	Give details of a time when you have had to seek assistance because it was not possible to provide the appropriate support for a client.
Why was it not possible to provide the appropriate support?
Who did you seek assistance from and why?

Answers will vary between learners depending on their experiences. Their answers should demonstrate that they are able to seek assistance when it is not possible to provide the appropriate support for a client. They may not have been qualified, may not have had the correct experience, may not have had the relevant skills or simply were unable to do it alone. 





[bookmark: _Toc430785480]Activity 3A
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to monitor own work to ensure the required standard of support is maintained and involve the person in discussions about how support services are meeting their needs and any requirement for change.

	Activity
	Explain how you would monitor your own work to ensure the required standard of support is maintained.

Answers may refer to:

· Self-monitoring (e.g. asking yourself questions)
· Supervisor assessment (e.g. observing you in your role)
· Client feedback (e.g. asking them how you are meeting their needs).

Role Play Activity

Get into pairs. One of you is the worker; the other is the client. 
Create a hypothetical situation in which the worker has been supporting the client. 
You need to demonstrate that you can discuss how the worker is meeting the needs of the client. You should also work together to identify and requirements for change. 

You should set up the session so that you can observe the learners fulfilling their roles. Learners should demonstrate that they can involve each other in a discussion about how the support from the ‘worker’ is meeting the need of the ‘client’. They should also demonstrate that they can work together to identify any requirements for change. The hypothetical situation is irrelevant; this activity is about demonstrating their ability to discuss how support is meeting needs of client. 





[bookmark: _Toc430785481]Activity 3B
	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify aspects of the individualised plan that might need review and discuss with supervisor.

	Activity
	List examples of aspects within an individualised care plan that may need reviewing. Be as specific as you can. 

Answers will vary between learners but examples may come from the following categories:

· Fitness
· Diet
· Medical
· Social
· General care.





[bookmark: _Toc430785482]Activity 3C
	Estimated Time
	30 Minutes

	Objective
	To provide you with an opportunity to participate in discussion with the person and supervisor in a manner that supports the person’s self determination.

	Activity
	Role Play Activity 

Get into groups of 3. One person is the worker, one is the client and the other is the supervisor. Act out how you would discuss a change to the client’s individualised plan with each other.

You should set up the session so that you can observe the learners fulfilling their roles. They should demonstrate that they are able to participate in a discussion with the others.

In your own words, define self-determination.

Self-determination is when a person is free to make their own decisions regarding aspects of their life.

How can you ensure that you support your client’s self-determination when in discussion with them and your supervisor?

Answers may refer to promoting the fact that are capable, and free to, make many, if not all, of their own choices. It can involve reminding them that they are in control of their own life and the direction that they are going in. 





[bookmark: _Toc430785483]Activity 4A
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to maintain confidentiality and privacy of the person in all dealings within organisation policy and protocols.

	Activity
	What stipulations or guidance does your organisation provide with regards to client confidentiality and privacy?
Locate this information and summarise it here.

Answers will vary between learners depending on their particular organisation and the policies and protocols that are in place. They should identify and summarise the points made in the policy. 





[bookmark: _Toc430785484]Activity 4B
	Estimated Time
	15 Minutes

	Objective
	To provide you with an opportunity to comply with the organisation’s informal and formal reporting requirements, including reporting observations to supervisor.

	Activity
	Outline your organisation’s informal and formal reporting requirements. 
If there are different requirements for different types of report, outline the different requirements. 

All answers will vary depending on the learner’s organisation and the relevant reporting requirements. 

Example: accidents and injuries

· These need to be recorded on a specific form, of which, all of the boxes need to be filled in
· These forms are left on the supervisor’s desk, who reads them and files them
· They are kept for future reference. 





[bookmark: _Toc430785485]Activity 4C
	Estimated Time
	20 Minutes

	Objective
	To provide you with an opportunity to identify and respond to situations of potential or actual risk within scope of own role and report to supervisor as required.

	Activity
	Give examples of situations of potential or actual risk.

Answers may include:

· Environmental hazards
· slippery or uneven floor surfaces
· physical obstructions (e.g. furniture and equipment)
· poor home maintenance
· poor or inappropriate lighting
· inadequate heating and cooling devices
· inadequate security
· Evidence of abuse
· Evidence of self-harm
· Evidence of self-neglect
· Impaired cognitive functioning
· Impaired judgement and problem solving abilities
· Social rights infringements 
· Sudden or unexpected change in health status, including sensory loss
· Uncharacteristic or behaviours of concern.

Choose three of your examples and explain how you would respond.

Answers will vary depending on the three examples that the learner chooses. For their examples, they should explain how they would respond. This response should be appropriate. 

Consider your own supervisor. How do they like you to report these risks?

Answers will vary but may include:

· Notes
· Memos
· Phone calls
· Face-to-face 
· Paper report
· Email. 
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	Estimated Time
	10 Minutes

	Objective
	To provide you with an opportunity to identify and report signs of additional or unmet needs of the person and refer in accordance with organisation and confidentiality requirements.

	Activity
	If you identified signs of additional or unmet needs of a client, what would you do? Think about the requirements within your organisation and the relevant confidentiality requirements.

Answers will vary between learners but they should demonstrate that they are aware of their organisation’s requirements in relation to reporting and referring signs of additional or unmet needs.
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	Estimated Time
	25 Minutes

	Objective
	To provide you with an opportunity to complete and maintain documentation according to organisation policy and protocols and store information according to organisation policy and protocols.

	Activity
	Complete a piece of paperwork to your organisation’s standard. You can do this on company forms (if provided) or by writing something in the accepted style (e.g. font, border and headers).

For this activity you should either provide the learners with example forms or similar or have them hand-write or type a document. For the latter, the subject can be of their own choosing relevant to their workplace. 

Identify as many different types of filing system used in your workplace. 
What are they for?

For example:

· There is a filing cabinet with different draws which are used to keep:
· medical reports
· individualised plans
· accident/injury reports
· complaints
· Hazard notes and reports are kept in a slot on the supervisor’s desk
· Rotas and staff holiday information is kept on the wall, next to a big wall-planner. 





[bookmark: _Toc430785488]Skills and Knowledge Activity
	Estimated Time
	45 Minutes

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the foundation skills, knowledge evidence and performance evidence.

	Activity
	The answers to the following questions will enable you to demonstrate your ability to use individualised plans as the basis for the support of 3 individuals and your knowledge of:
· Rationale and processes underpinning individualised support planning and delivery
· Roles and responsibilities of different people and the communication between them
· Service delivery models in the relevant sector
· Legal and ethical requirements and how these are applied in an organisation and individual practice
· Factors that affect people requiring support
· Practices that support skill maintenance and development
· Indicators of unmet needs and ways of responding
· Risk management considerations and ways to respond to identified risks.

This Skills and Knowledge Activity requires an observation in your workplace. Your instructor will observe you working within your usual role and assess your ability to provide support based on individualised plans. 

They need to see you use individualised plans as the basis for the support of 3 different individuals.

You should show that you can:

· Determine the individuals’ support needs
· Provide the appropriate support services
· Monitor these support services
· Complete the necessary reporting and documentation. 


As stated, this activity requires you to observe the learners in their current workplace. You should arrange times that are appropriate with you and each learner. You need to see them working within their usual role. Consider creating an observation document that you can use to write notes and comments down.

Learners should demonstrate that they are able to use individualised plans and the basis for providing support whilst they are being observed. They should do this for 3 separate individuals. Their actions should also reflect their organisation’s policies, procedure and guidelines and any relevant legislative and ethical requirements. 

Learners should show that they are aware of rationale and processes underpinning individualised support planning and delivery. Throughout their observation, they should show that they can work within their own role and communicate effectively.


[bookmark: _Toc430785489]Major Activity								
	Estimated Time
	1 Hour

	Objective
	To provide you with an opportunity to demonstrate your knowledge of the entire unit.

	Activity
	This is a major activity – you should let the learners know whether they will complete it during class or in their own time.
Completed answers should be attached to the workbook.
They must individually, answer the following questions in full to show their competency of each element:
1. Determine support needs
2. Provide support services
3. Monitor support activities 
4. Complete reporting and documentation

1. It is important to understand your role in implementing an individualised plan to ensure that you don’t overstep your responsibilities and boundaries. Give an example of how you could overstep the boundaries when caring for a client. What are the consequences for both the client and yourself?

Learners should identify an action that would be overstepping the boundaries of their particular role. For example, if they try to lift a fallen client without being properly trained to do so, they could end up twisting their back and dropping the client. This could injure the client and they may become angry and embarrassed. The learner may have sustained a bad back injury and can no longer work but is not entitled to compensation because they shouldn’t have been doing it. Your manager and colleagues are now annoyed and stressed because they are a team member down. 

2. Why is it important to develop and confirm an individualised care plan with the client?

Answers may include:

· Clients should be involved – their opinions and thoughts should be considered 
· Ensures you have a full understanding of what client needs, wants and expects
· Ensures details that you have are accurate and suitable
· You can go ahead with delivering the care in the particular way that the client wishes
· Gives the client chance to query or amend anything that they are not happy about
· Reduces chance of problems or issues occurring
· It’s in line with person-centred, strengths-based and active support and care approaches.



3. It is important that you ensure your clients are aware of their rights. Give examples of what rights a client may have.

Answers may include the right to:

· Receive the appropriate care relevant to their specific needs
· Be treated with respect and dignity
· Live with privacy, free from abuse and/or neglect
· Not be victimised, discriminated against or exploited
· A safe and secure environment in which they can  move around freely
· To make their own decisions and have them considered and respected
· Access information about their own medical details
· A choice of suitable treatments
· Be treated as an individual
· Maintain religious practices
· Use their preferred language 
· Maintain social and personal relationships with others 
· Freedom of speech 
· Control their own finances
· Retain their own possessions
· Choose which activities and similar they participate in 
· Have access to generally-available community services and activities
· Have a say over their living arrangements 
· Access to information about their rights
· The right to complain
· Not be afraid of reprisals arising and a result of complaint or query
· Withdraw from the service at any time. 

4. Why is important to promote a client’s independence and their right to make their own decisions?

Answers may refer to:

· Independence is an important attribute
· Improves quality of life for clients
· Maintains client’s pride
· Keeps client’s dignity 
· Contributes to self-worth
· Contributes to autonomy
· Contributes to confidence
· Contributes to self-esteem.

5. Why should you arrange support in line with organisation specifications?

Answers may refer to:

· Adhering expectations
· Working compliantly
· Avoiding making mistakes.


6. Why should all exchanges with clients be respectful and develop trust?

Answers may refer to:

· Relationships require trust to be successful
· Duty of care
· Ethics 
· Client welfare
· Professionalism
· Avoid damaging the relationship.

7. Why is important to meet the criteria stated by the plan, the client and the organisation, when providing care to a client?

To ensure that all conditions are met properly and to the client’s preferences, as far as this is possible.

8. Give an example of a piece of equipment that you may be required to assemble to assist a client.

Equipment may include:

· Shower and bath seats, bath lifts and grab rails
· Commodes
· Adapted kitchen tools
· Adapted cutlery or non-spill cups 
· Bed sticks, hoists and transfer turntables
· Labelled pill boxes
· Stair lifts
· Walking frames or wheelchairs
· Chair raisers.

9. Why is it important to respect and include a client’s family and/or carer as part of the support team?

Answers may include:

· Because they have a unique knowledge – probably better than yours
· Ensures support is of high quality 
· Respond to needs and preferences of clients better
· Leads to positive results
· Leads to better outcomes for client. 

10. Why is it important to find a balance between duty of care and dignity or risk when providing support to a client?

Because it allows a client to make their own decisions, despite the level of risk associated with them, whilst ensuring you meet your duty of care requirements and keeping your client safe.


11. Why should you contribute to a safe and healthy environment?

Answers may include:

· To promote WHS
· To avoid accidents and injuries 
· To reduce amount of staff members off sick
· To ensure clients don’t lose confidence in you and your service
· To ensure you don’t lose staff members or clients
· To reduce chance of negligence and compensation claims.

12. Why is important to maintain a clean and comfortable environment?

Answers may include:

· Essential to health of workers and clients
· Reduces risks to health
· Improves client safety
· Clients have a right to a clean environment
· Reflects high standard of care
· Reduces chance of cross-contamination and infection
· Provides clients with physical comfort, ease and relaxation
· Creates a stress-free environment
· Reduces client anxiety
· Clients feel safe and secure
· Clients experience a welcoming atmosphere.

13. Give three examples of how you can maintain dignity and privacy when providing support for a client.

Answers may include:

· Implementing and adhering to a confidentiality policy
· Not discussing personal or sensitive information where others might overhear
· Ensuring that they receive their mail unopened
· Knocking before you enter their personal space
· Asking them if it is okay to touch them before doing so 
· Ensuring facilities are single-sex
· Providing clients with their own facilities when possible 
· Allowing them to go to the toilet and close the door
· Washing them without poking fun at their body
· Closing the curtains or doors if you are assisting them wash or get dressed 
· Giving them a ‘do-not-disturb’ sign to use
· Giving them personal space when they have visitors
· Being sensitive when undertaking personal care tasks (e.g. matters of culture/religion)
· Ensuring your clients never feel embarrassed. 


14. You are unable to provide the appropriate support for a client. They want you to control their finances but this is out of your range of skills. What should you do?

Seek assistance from an accountant.

15. How can you monitor your own work to ensure the required standard of support is maintained?

Answers may include:

· Self-monitoring
· Supervisor assessment
· Client feedback.

16. Why should you involve clients in discussions about how your support services are meeting their needs?

They are the ones receiving the support after all – it’s about meeting their particular needs. They can help you identify the effectiveness of your work. They can help you identify any gaps in your knowledge or skills. They pick up on things that you may not. 

17. Why is it important to review the aspects within your client’s individualised care plan regularly?

To ensure the changing needs and circumstances of the client are reflected.

18. Why could it be beneficial to discuss reviews and changes of the individualised plan with both the client and the supervisor?

Answers may include:

· Clients know their needs and preferences better than anyone
· Clients are able to suggest solutions
· Supervisors can apply company policies and procedures
· They both often need consulting anyway.

19. Outline different ways that you can maintain a client’s confidentiality.

Answers may include:

· Protecting sensitive information
· Monitoring who can access information
· Storing information properly
· Disposing of information properly. 

20. Why should you ensure that you comply with your organisation’s informal and formal reporting requirements?

Answers may include:

· They can be received correctly
· They can be sent to right person
· All required reports are gathered
· They will be in the appropriate format
· They will include all the required information
· They can be handled correctly.

21. Why is it important to identify, respond to and report potential and actual risks?

Answers may include:

· So that everyone is aware
· Appropriate action can be taken 
· So that you can minimise risk of incident or accident occurring.

22. Why is it important to refer and report signs of additional or unmet needs?

So that they can be addressed appropriately. They are often associated with increased depression, anxiety and challenging behaviours. This can be avoided.

23. What could happen if no standard style of format was applied to your workplace documentation?

You could end up with unprofessional scrapes of paper that are unorganised and unclear. It could lead to miscommunication, lost communication or administrative issues.

24. Who is responsible for filing documentation in your workplace?

Answers may include:

· Administrative staff
· Supervisors
· Managers.
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