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This Session Will Enable You To:

• 1.1 Understand your own role

• 1.2 Work in ways that have been agreed with 
your employer

• 1.3 Understand working relationships in 
health and social care

• 1.4 Work in partnership with others.



Know Your Job Description

• Your main duties and responsibilities are in 
your job description- read it!

• This tells you what your main duties and 
responsibilities are

• Ask your employer for a copy if you do not 
have a copy

• Know what is expected of you and what is not 
included in your role



Your Job Description Might Include

Contributing to activities

Working in a safe way

Keeping and filing clear records

Keeping to regulations

Following agreed ways of working

Respecting Confidentiality

Not discussing personal information 
about individuals or staff with 
unauthorised people

Storing records securely

Providing care and Support

Working in a person centred way

Communicating well

Building relationships

Promoting equality and diversity

Working as part of a team

Being a supportive team member

Developing your skills to  improve your 
work



Standards, Codes of Conduct and Practice

Competence means having the  skills and 
knowledge to do the job and working to national 
standards. 
• The Care Certificate

– 15 standards

– New HCSWs and ASCWs must complete before working 
without supervision

• The Code of Conduct for Healthcare Support 
Workers and Adult Social Care Workers 
in England
– The moral and ethical standards expected of all health and 

social care workers





Our Vision - developing the culture of 

compassionate care

Care is 

our 

business

Compassion



Values Aims and Objectives

What are they and why are they important?

Values

Values are the 

beliefs or ideals that 

should be evident in 

all aspects of the 

service you provide

Aims

Aims are the

general goals that 

an organisation 

hopes to achieve 

through their 

activity. The 

purpose of your job 

will be to contribute 

to achieving these’

Objectives

Objectives are 

specific things that 

must be in place in 

order to achieve the 

aims.



Rights and Responsibilities at Work
Rights Responsibilities

To work in a safe environment and be 
provided with equipment to keep you safe

(Health and Safety at work act 1974)

To work in agreed ways that are safe for 
you and those around you and discuss 
safety concerns with your manager
(Health and Safety at work act 1974)

To have personal and sensitive information 
treated confidentially

(Data Protection Act 1998)

To treat other people’s private and 
sensitive information confidentially

(Data Protection Act 1998)

To equal pay for equal work

To fair terms of employment including pay 
and working hours

(Equality Act 2010)

To treat others equally regardless of 
protected characteristics* 
*age, being or becoming a transsexual person, 
being married or in a civil partnership, being 
pregnant or having a child, disability, race 
including colour; nationality; ethnic or national 
origin, religion or lack of, sex, sexual orientation

(Equality Act 2010)



Responsibilities to Those You Provide Care and 
Support For

• Safeguarding their safety and welfare 

• Involving the individual and their support network in 
the planning, delivery and review of their care

• Ensuring that their dignity is promoted and their 
rights upheld

• If the individual you support is not confident or able 
to speak out if their care is inadequate or they are 
treated in ways that do not uphold their rights, you 
must support them to make a complaint or raise 
concerns yourself



Agreed ways of working

Agreed ways of working are the ways in which 
employers expect employees to work.  They 
ensure you are working within the law and 
provide care that meets the individuals needs.

Agreed ways of working could be:

• Part of a policy

• Provided by your manager or colleague

• Part of an individual’s care plan



Failure to Follow Agreed Ways of 
Working 

• If you do not follow agreed ways of working 
you could harm yourself or others without 
meaning to

• You are responsible for your own work and 
could face disciplinary procedures if people 
come to harm as a result of your actions

• This may leas to dismissal or even prosecution



Reporting Errors

• We are ALL human and mistakes sometimes 
happen

• When mistakes are made it is important to be 
honest and identify where errors have 
happened:

– To allow action to be taken to reduce the impact 
of the mistake

– So lessons can be learned through thinking about 
and agreeing what went wrong



Reporting Errors- Discussion

Think about an error you have made, 
discovered or witnessed (be honest!)

• What action did you/ should have been 

taken?

• Why is it important to be honest and admit 

when errors have been made?

• What are the potential consequences of 

not reporting a mistake?



Whistleblowing

• Your employer should provide or explain their 
whistleblowing policy

• You have a responsibility to report anything 
that you feel is not right, is illegal or if anyone 
at work is neglecting their duties

• In most cases you should discuss this with 
your manager

• if you feel unable or that it is not appropriate follow 
the whistleblowing policy



When do you Whistleblow?

Report?

The health and safety of staff is in danger YES NO

Individuals are treated with dignity and respect YES NO

The environment is being damaged by work 

activity
YES NO

Wrongdoing is being covered up YES NO

The individual’s care is inadequate but they 

cannot or will not complain
YES NO

Care plans are reassessed and updated regularly YES NO

Your manager is involved in the abuse of 

individuals
YES NO



Working Relationships

The main working relationships in Health and Social 
Care are:

• Individuals and their friends and family

• Your colleagues and managers

• People from other workplaces- including 
*advocates

• Volunteers and community groups

*An advocate is someone who provides support by 
speaking for an individual on their behalf



Working relationships (2)

• HCSWs and ASCWs are in a position to play an 
important role in making observations and links with 
other workers because they are in regular contact with 
the individual

• All working relationships should involve mutual respect

• They should have a focus on working together with the 
best interests of the individual receiving care and 
support

• Serious case reviews often identify failings in 
partnership working as a key factor in what went wrong 



Working in Partnership

• Your role will involve 
you working with many 
people who have a 
variety of roles

• This is known as 
partnership working

• Developing good 
relationships will help 
improve the quality of 
care provided



Effective partnership working
The effectiveness of partnership working affects the quality 
of care delivery. Skills and values necessary for it to be 
effective include:
• Communication 
• Record keeping
• Trust
• Respect

Conflicts and disagreements can 

affect the quality of care provided.  

Seek advice from managers and 

colleagues who have the experience 

to help and advise you.

Working well in partnership

• Good quality care

• Meets all the individual’s needs

Failings in partnership working

• Poor standard of care

• Often identified as a factor when 

things go wrong.



Knowledge check

The law states that your employer can 

choose how they treat you

You have legal rights and responsibilities 

when you are employed

You can behave however you want 

in the workplace

The law does not apply to people who 

work in agreed ways

Which of the following statements about rights and 

responsibilities is true?

Click to reveal answer



Knowledge check

Which of the following is important for effective 
partnership working?

Whistleblowing

Keeping relevant information to 

yourself

Open and honest communication

Making judgements based on 

your past experiences

Click to reveal answer



Knowledge check

What should you do if you are concerned that one of your colleagues is 
mistreating an individual they are providing care and support for?

I should keep quiet and not complain

I should discuss my concerns with 

the individuals that I support

I should report concerns to the Care 

Quality Commission (CQC) immediately

I should report my concerns to my manager 

Click to reveal answer
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This Session Will Enable You To 

• 2.1 Agree a personal development plan

• 2.2 Develop knowledge, skills and 
understanding



What is a Personal Development Plan?

• An action plan that helps you get 
organised, identifies learning and 
development needs to help you do your 
job better, or help in your career and 
tracks progress

• The most important person involved in 
your PDP is you but your manager, other 
workers and people you provide care for 
will all play a part



Ask Yourself

• Do I have the skills and knowledge that I need 
for my current role?

• What development opportunities are available 
in my role?

• What are my ambitions and goals?

• Am I making the right choices to get me 
there?



SMART Objectives



Agreeing a personal development plan

Agreeing your aims 

and objectives

Step 1

Plan activities to meet 

the objectives

Step 2

Set timescale to 

achieve outcomes 

and review

Step 3

The following people 

will be involved…

■ You 

■ Your manager

The following people 

will be involved…

■ You 

■ Your colleagues

■ Trainers

■ Mentors

The following people 

will be involved…

■ You 

■ Your colleagues

■ Your manager



SUPERVISION
• Your work activities will (initially) be supervised by a 

more senior member of staff
• Supervision also refers to regular, more formal sessions 

with your manager 
• Can occur as a one to one with your manager or in a 

group
• Sessions take place at a time and frequency agreed with 

your manager and should be recorded
– Opportunity to discuss your performance and development
– To discuss any part of your work, your role or th people you 

provide care for

APPRAISAL
• Annual one to one meeting with your manager to 

review how well you are working and progressing
• Your manager will support you to plan next steps and 

update your PDP



Core skills are…

Literacy

■ Reading and 

contributing to care 

plans

■ Recording data clearly 

■ Filling out forms

■ Writing emails 

■ Taking notes

■ Reading and 

understanding agreed 

ways of working

Numeracy

■ Recording a person’s 

temperature or blood 

pressure

■ Monitoring weight 

loss or weight gain

■ Recording the 

amount of fluids 

drunk

■ Measuring medicine 

dosage

Communication skills

■ Discussing care and 

support with individuals

■ Discussing tasks with 

your manager or with 

colleagues

■ Discussing and 

agreeing your Personal 

Development Plan with 

your manager

■ Participating in team 

meetings, supervision 

and appraisal

Materials are available on and offline to check and develop 

core skills.



Reflection

• Think about a time when something (at work or 
at home) didn’t work out quite as you would have 
liked it to

• Think about what you did and what happened. 
• Consider how what you did/said or how you 

responded to others affected the situation
• Think about what you would do differently if they 

were to come across a similar situation in the 
future.



Example of Nursing Revalidation 



Feedback
Feedback from others can help you to understand what 
others think of the way that you work.

Formal

Formal feedback is usually given in 

writing. This might be part of an 

assessment or appraisal or on a 

comments sheet.

Informal

Informal feedback happens in 

day-to-day discussion with work 

colleagues, managers or the 

individuals that you provide care 

and support for.

Feedback should be:

■ Timely

■ Positive 

■ Constructive.



Continuing Professional Development

• Changes in legislation and protocols happen 
very regularly in Health and Social care so 
keeping up to date is important to continue to 
learn and carry out further training and 
development

• CPD is a record of this learning development 
and achievement

• CPD should be kept in a folder and regularly 
updated



Fourteen Fish Learning Diary

• Setting up your account and accessing the Learning 
Diary

• If you already have an account you can skip the first 
three steps.

• Click on the Register Now link at the top of this 
page.

• Fill in your name, email address and so on and click 
the Register button.

• An activation email will be sent to the email address 
that you provided. This should only take a few 
seconds to arrive, and once it does open it and click 
the activation link in the message to activate your 
account on the website.

• You should now be logged into the website, and 
you'll see a grey bar at the top of the screen.

• Click on the Learning Diary on the top grey bar.
• You can now start adding entries to your Learning 

Diary.
•

https://www.fourteenfish.com/account/register


First Steps              → Next Steps

• https://www.rcn.org.uk/professional-
development/professional-services/first-steps

• https://www.rcn.org.uk/professional-
development/learning-resources-for-hcas-and-aps

• Level 3 Apprenticeships

• Clinical Skills

• Maths and English Functional Skills

• Trainee Nursing Associate

• For further information contact Rozi or Jacqui who will direct you 

https://www.rcn.org.uk/professional-development/professional-services/first-steps
https://www.rcn.org.uk/professional-development/learning-resources-for-hcas-and-aps


Knowledge check

Why is it important for workers to continually develop their 
skills, knowledge and understanding?

It gives managers something to 

discuss in appraisal

It is a way of competing with 

colleagues

It ensures that skills and knowledge 

are up to date

It sets out learning goals and objectives

Click to reveal answer



Knowledge check

What is the main way that a learning activity can 
improve your work?

Using what you learn can improve the 

standard of care that you provide

Having a break from work helps you 

to manage your stress

It gives you an opportunity to get to 

know your colleagues

It confirms that you do not need to develop 

your skills and knowledge any further

Click to reveal answer



Knowledge check

What does ‘reflection’ involve? 

Agreeing a Personal Development 

Plan with your manager

Asking your colleagues what they 

think of the way that you work

Giving constructive feedback to 

your colleagues

Learning from what you have done in the past 

to improve the way you will work in the future

Click to reveal answer


