  SAFE TO PRACTICE MATRIX 2015/16 
This matrix is designed to help managers and employees to meet the ‘Induction standards for Health & Social Care Workers – Care Certificate’ (2015), and/or standards for their role, standards for their profession and the corporate induction. 
It also outlines the requirements for refreshers.

Notes on Induction:
1. New employees first need an induction to the service & should be assessed developing & involving them in their ‘Personal Development Plan’ for their ‘Role as a Health and Social Care Worker’. This will meet standard 1 & 2. Also see Adult Social Care Staff Induction & Development Manual available from training and on Social Care Training Web page.
2. Online assessments can be taken to ascertain whether formal social care training is needed. Managers can assess new employees using online assessments direct via: www.cis-assessment.co.uk.  (part of The Grey Matter Group)  Support is available from Training training@westberks.gov.uk & The Grey Matter Group support@tgmgroup.net
Classroom Training will be required if the employee scores 60% or less in an assessment. Or if on matrix it is marked as a Corporate Induction (CI)
If a score of 60% or above is shown in an assessment the manager should review the answers and assess the employee’s gaps in knowledge through questioning. The manager may decide the employee needs to undertake bite size e-learning via Log onto Care. The manager will also need to provide shadowing, coaching and mentoring in the workplace. 
Paper-based assessments: The Care Certificate Standards Self-Assessment Tool (Skills for Care) – on Social Care Training web page

3. WBC recommended that all staff new to Social Care attend a classroom course, or if a course is not available to suit the member of staff’s working patterns undertake e-learning www.logontocare.org.uk/learn-online . 
4. The employee should also be provided with shadowing, coaching and mentoring in the workplace. Workbooks are available from Social Care Training if required to enable staff to enhance and record their knowledge.
5. After training, check the member of staff’s knowledge via supervision and team meetings.

6. Observe practice and record.

7. Collect  feedback from SU, Carers, professionals or colleagues

8. Gather all the above evidence in a portfolio of evidence to show the member of staff has met standards for their role.

It is the manager’s responsibility to observe and assess competence and to sign their staff off against a standard showing they have the knowledge, understanding and skills to practice. This is now a requirement of the standards.

For:   Care Assistants, Care Officers, Senior Carers, Support Workers, Surgery Link Workers, 
          Personal Budget Workers, Information Officers, Specialist Worker
	Requirements to meet new induction standards: ‘Induction standards for Health & Social Care Workers – Care Certificate’
(CI also indicates it also meets Corporate Mandatory requirements)

	New employees first need an induction to the service & should be assessed developing & involving them in their ‘Personal Development Plan’ for their ‘Role as a Health and Social Care Worker’. This will meet standard 1 & 2 of the new Skills For Care induction standards. Also see Adult Social Care Staff Induction and Personal Development Manual available from training

	
	Induction Learning method 
needs to be completed in first 12 weeks
	Refresher Due Learning Method

	Moving and Positioning of People 

 (if assisting in or managing care ) 
	· Assessment  

· Classroom   

· Observation + review reports      
· Questioning                                                                                                                         
	· 1 year  Assessment                     

· 1 year  Work based Training or Classroom refresher
· 1 year  Observation

	Handling Information, Information Security and Recording Skills (CI meets KPI)
	· Classroom  or WBC e-learning 

· Observation + review reports 
· Questioning                                                                                                                      
	· 1 year  Classroom refresher or WBC e-learning
· 1 year  Observation + review reports                                                                                                                               

	Medication Introduction 
(If administering meds or managing)
	· Assessment 

· Classroom   

· Observation + review reports 

· Questioning
	· 1 year  Assessment                     

· 1 year  Classroom refresher

· 1 year  Observation + review reports                                                                                                                               
· L2 Distance Learning Course every 3 years                                                                                                                      

	First Aid Awareness
	· Classroom   
· Assessment /Questioning                                                                                                                         
	· 1 year  Classroom refresher 
· Workplace Assessment /Questioning to ensure knowledge

	Fire Awareness (CI)
	· Classroom   

· Observation of Fire Drill

· Questioning
	· 1 year Classroom refresher or WBC e-learning   
· Observation of Fire Drill


	Person-Centred Support and Communication
(considers 6 C’s and 8 Values)
	· Assessment 

· Classroom   or Log onto Care elearning
· Observation + review reports  

· Questioning 
	· 1 year Observation & Assessment, E-learning/Classroom if assessment scores below 60%. If 60% or above bite size e-learning to meet areas of need.
· 3 years Classroom  

	Infection Control, Food Safety, Nutrition and Hydration(if assisting in or managing care)
	· 
	

	Personal Safety and Security in the Workplace 
	· 
	

	Mental Capacity Act Level 1
	· 
	

	Awareness of mental health, dementia and learning disability
	· 
	

	L1 Safeguarding Adults, Duty of Care and Complaints 
(Does include how to report children’s safeguarding)
	· Assessment 

· Classroom   

· Observation + review reports  

· Questioning
	

	Health and Safety in a Social Care Environment 
(CI meets KPI)
	· Classroom  
· Observation + review reports

· Questioning                                                                                                                          
	

	Stress Management and Wellbeing 
(CI meets KPI)
	· Classroom  or WBC e-learning
· Observation + review reports

· Questioning                                                                                                                          
	· 1 year  Observation 

· 3 years WBC E-learning or Classroom  



	Equality and Diversity for Staff (CI)
	· 
	

	Manual Handling (if not assisting in care) (CI)
	· 
	


Workbooks are available from Social Care Training if required to enable staff to enhance and record their knowledge.
Continued For: Care Assistants, Care Officers, Senior Carers, Support Workers, Surgery Link Workers, 
                           Personal Budget Workers, Information Officers, Specialist Worker
	Other Corporate Mandatory requirements
	 

	
	Induction Learning method
	Refresher Due Learning Method

	Induction to Working at WBC Part 1(CI)
	· WBC E-learning
	· Not required

	Induction to Working at WBC Part 2(CI)
	· Classroom
	· Not required

	First Day Data Protection (CI)
	· WBC E-learning
	· Not required

	Display Screen Equipment if using computers (CI)
	· WBC E-learning
	· 3 years WBC E-learning

	Employee Performance Management - Preparing for your Appraisal (CI)
	· WBC E-learning
	· 3 years  WBC E-learning

	Other Areas dependent on role
	

	L2 Certificated Food Safety 
(if preparing food)
	· Classroom Course

· Paper based test within course
	· 3 years Classroom Course

· Paper based test within course

	End of Life Care 
	· Classroom or e- learning log onto care
	· As required Classroom or e- learning

	Dementia Level 1 

(NB requirement  for Provider Services)
	· Classroom or e- learning log onto care
	· As required Classroom or e- learning log onto care

	Various Dementia  topics
	· Classroom or e- learning (Log onto Care or SCIE or SCILs)
	· As required Classroom or e- learning
· (Log onto Care or SCIE or SCILs)


	Long Term Conditions 
	· Classroom or e- learning (Log onto Care or SCIE or SCILs)
	· 

	MUST – Nutritional Screening Tool
	· Classroom 
	· 

	Epilepsy and it’s Management
	· Classroom 
	· 


	Other Areas dependent on role if: 

 ONLY FOR Care Officers, Senior Carers, Support Workers, Surgery Link Workers & Personal Budget Workers

	Safeguarding Children Universal
(for those  working closely with families with children)
	· Assessment /Questioning 

· Classroom   

· Observation + review reports                                                                                                                               
	· 1 year Observation & Assessment, E-learning/Classroom if assessment scores below 60%. If 60% or above bite size e-learning to meet areas of need.
· 3 years Classroom 
· (Log onto Care or SCIE or SCILs) 

	L2 Safeguarding Adults 
	· 
	· 

	L2 MCA
	· 
	· 

	Intro to Personal Budgets  & Care Act  
	· Classroom 
	· As required Classroom or e- learning (Skills for Care or SCIE)

	Supervision Skills for those supervising staff
	· Classroom or e- learning
·  (Skills for Care or SCIE)
	· As required Classroom or e- learning (Log onto Care or SCIE)

	Telecare
	· Classroom
	· As required Classroom

	Legal Update for Social Care
	· Classroom
	· As required Classroom

	Risk assessments for Care Profession
	· Classroom
	· As required Classroom

	Welfare Benefits overview
	· Classroom
	· As required Classroom

	DOLS
	· Classroom
	· As required Classroom or e- learning (Log onto Care or SCIE)

	Employee Performance Management for Managers (if managing staff)
	· WBC E-learning
	· 3 years WBC E-learning


For those not in direct care, but associated with care Admin, Domestics, Cooks
	Requirements to meet new induction standards: Skills for Care - Care Certificate (CI also indicates it also meets Corporate Mandatory requirements)

	New employees first need an induction to the service & should be assessed developing & involving them in their ‘Personal Development Plan’ for their ‘Role
 Also see Adult Social Care Staff Induction and Personal Development Manual available from training

	
	Induction Learning method
	Refresher Due Learning Method

	Handling Information, Information Security and Recording Skills (CI meets KPI)
	· Classroom  or WBC e-learning 

· Observation + review reports 
· Questioning                                                                                                                             
	· 1 year  Classroom refresher or WBC e-learning
· 1 year  Observation + review reports                                                                                                                               

	Fire Awareness (CI)
	· Classroom   

· Observation of Fire Drill

· Questioning
	· 1 year Classroom refresher or WBC e-learning   
· Observation of Fire Drill


	Person-Centred Support and Communication
(considers 6 C’s and 8 Values)
	· Assessment  

· Classroom  or e-learning (Log onto Care) 

· Observation + review reports 
· Questioning                                     
                                                                                         
	· 1 year Observation & Assessment, E-learning/Classroom if assessment scores below 60%. If 60% or above bite size e-learning to meet areas of need.
· 3 years E-learning (Log onto Care) or Classroom  


	Infection Control, Food Safety, Nutrition and Hydration (if cleaning or cooking)
	· 
	

	Personal Safety and Security in the Workplace 
	· 
	

	Mental Capacity Act Level 1

	· 
	

	Awareness of mental health, dementia and learning disability (if in Residential home or Day Care)

	· 
	

	L1 Safeguarding Adults, Duty of Care and Complaints
	· Assessment  

· Classroom  

· Observation + review reports 
· Questioning                                     
	

	Health and Safety in a Social Care Environment (CI meets KPI) 

or Safety Matters (CI)
	· Classroom  or WBC e-learning
· Observation + review reports 

· Questioning                    
                                                                                                           
	· 1 year  Observation 

· 3 years WBC E-learning or Classroom  


	Stress Management and Wellbeing 
(CI meets KPI)
	· 
	· 

	Equality and Diversity for Staff (CI)
	· 
	· 

	Manual Handling (if not assisting in care) (CI)
	· 
	· 

	Other Corporate Mandatory requirements
	 

	
	Induction Learning method
	Refresher Due Learning Method

	Induction to Working at WBC Part 1(CI)
	· WBC E-learning
	· Not required

	Induction to Working at WBC Part 2(CI)
	· Classroom
	· Not required

	First Day Data Protection (CI)
	· WBC E-learning
	· Not required

	Display Screen Equipment if using computers (CI)
	· WBC E-learning
	· 3 years WBC E-learning

	Employee Performance Management - Preparing for your Appraisal (CI)
	· WBC E-learning
	· 3 years  WBC E-learning


Social Care Managers, ATM’s and Coordinators
	Requirements to meet new Skills for Care induction standards - CI also indicates it also meets Corporate Mandatory requirements

	New employees first need an induction to the service & should be assessed developing & involving them in their ‘Personal Development Plan’ for their ‘Role
. Also see Adult Social Care Staff Induction and Personal Development Manual available from training

	
	Induction Learning method
	Refresher Due Learning Method

	Assessment against 
Skills for Care Management standards
	· Work through Skills for Care Management standards – copy available from training 

· Assessment /Questioning 

· Observation + review reports                                                                                                                               
	· Check skills via appraisal 
· Observation + review reports                                                                                                                               

	Moving and Positioning of People 

(If  managing care )
	· Assessment  

· Classroom   

· Observation + review reports 

· Questioning                                                                                                                               
	· 1 year  Assessment                     

· 1 year  Work based Training or Classroom refresher

· 1 year  Observation

	Handling Information, Information Security and Recording Skills (CI meets KPI)
	· Classroom  or WBC e-learning 

· Observation + review reports 
· Questioning                                                                                                                             
	· 1 year  Classroom refresher or WBC e-learning
· 1 year  Observation + review reports                                                                                                                               

	Medication Introduction 
(If  managing care )
	· Assessment  

· Classroom   

· Observation + review reports

·  Questioning
	· 1 year  Assessment                     

· 1 year  Classroom refresher

· 1 year  Observation + review reports                                                                                                                               
· L2 Distance Learning Course  every  3 years                                                                                                                         

	First Aid Awareness 
(If  managing care )
	· Classroom   
· Assessment /Questioning                                                                                                                         
	· 1 year  Classroom refresher 

· Assessment /Questioning to ensure understanding

	Fire Awareness (CI)
	· Classroom   

· Observation of Fire Drill

· Questioning
	· 1 year Classroom refresher or WBC e-learning   
· Observation of Fire Drill


	Infection Control, Food Safety, Nutrition and Hydration
(If  managing care )
	· Assessment  

· Classroom or e-learning Log onto Care   

· Observation + review reports 
· Questioning         
                                                                                                   
	· 1 year Observation & Assessment, E-learning/Classroom if assessment scores below 60%. If 60% or above bite size e-learning to meet areas of need.
· 3 years E-learning (Log onto Care) or Classroom  


	Personal Safety and Security in the Workplace 
	· 
	

	Mental Capacity Act Level 1
	· 
	

	Health and Safety for Managers  (CI)
	· Assessment 
· Classroom  or WBC e-learning
· Observation + review reports  
· Questioning                                                                                                                     
	· 1 year  Observation 

· 3 years WBC E-learning or Classroom  



	Stress Management - The Role of the Manager 

(CI)
	· 
	

	Equalities and Diversity for Managers (CI)
	· 
	

	Manual Handling (if not assisting in care) (CI)
	· 
	

	L1 Safeguarding Adults, Duty of Care and Complaints
	· Assessment  

· Classroom   

· Observation + review reports

·  Questioning               
                                                                                                          
	· 1 year Observation & Assessment, E-learning/Classroom if assessment scores below 60%. If 60% or above bite size e-learning to meet areas of need.
· 3 years Classroom or E-learning (Log onto Care, SCIE, SCILS)



	L2 Safeguarding Adults 
	· 
	· 

	L2 MCA
	· 
	

	DOL’s
	· 
	· 


Continued Managers, ATM’s and Coordinators
	Other Areas dependent on role and knowledge

	
	Induction Learning method
	Refresher Due Learning Method

	Safeguarding Children Universal
(for those  working closely with families with children)
	· Assessment  

· Classroom   

· Observation + review reports

·  Questioning                                                                                                                         
	· 1 year Observation & Assessment, E-learning/Classroom if assessment scores below 60%. If 60% or above bite size e-learning to meet areas of need.
· 3 years Classroom  

	Chairing Meetings for Safeguarding
	· Classroom
	· 3 years Classroom  

	Safeguarding Adults – Managing Staff & Making Decisions
	· Classroom
	· 3 years Classroom  

	Intro to Personal Budgets  & Care Act  
	· Classroom 
	· As required Classroom or e- learning (Skills for Care or SCIE)

	Supervision Skills 
	· Classroom or e- learning (Skills for Care or SCIE)
	· As required Classroom or e- learning (Log onto Care or SCIE)

	Legal Update for Social Care
	· Classroom
	· As required Classroom

	Risk assessments for Care Profession
	· Classroom
	· As required Classroom

	Welfare Benefits overview
	· Classroom
	· As required Classroom

	Person-Centred Support and Communication
	· Classroom or e- learning Long onto Care

	· As required Classroom or e- learning (Log onto Care or SCIE)


	End of Life Care 
	· 
	· 

	Awareness of mental health, dementia and learning disability 
	· 
	· 

	Various Dementia  topics
	· 
	· 

	Long Term Conditions 
	· Classroom or e- learning 
(Log onto Care or SCIE or SCILs)
	· As required Classroom or e- learning (Log onto Care or SCIE)

	MUST – Nutritional Screening Tool
	· Classroom 
	· As required Classroom 

	Epilepsy and it’s Management
	· Classroom 
	· As required Classroom 

	Other Corporate Mandatory requirements
	 

	
	Induction Learning method
	Refresher Due Learning Method

	Induction to Working at WBC Manager's Part 1
	· Classroom
	· Not required

	Induction to Working at West Berkshire Council Manager's Part 2
	· Classroom
	· Not required

	First Day Data Protection (CI)
	· E-learning
	· Not required

	Display Screen Equipment if using computers (CI)
	· E-learning
	· 3 years E-learning

	Employee Performance Management for Managers (CI)
	· E-learning
	· 3 years E-learning

	Disciplinary Procedure and Mentoring
	· E-learning
	· 3 years E-learning

	Carer Assessment
	· E-learning
	· 3 years E-learning

	Finance - Managing Budgets
	· E-learning
	· 3 years E-learning


Social Workers & Occupational Therapists

	Requirements to meet new induction standards - CI also indicates it also meets Corporate Mandatory requirements

	New employees first need an induction to the service & should be assessed developing & involving them in their ‘Personal Development Plan’ for their ‘Role
 Also see Adult Social Care Staff Induction and Personal Development Manual available from training

	
	Induction Learning method
	Refresher Due Learning Method

	Assessment against PCF for Social Workers

Assessment against ‘The Code of Ethics and Professional Conduct for OT’s
	· Assessment 

· Observation + review reports 
·  Questioning                                                                                                                            
	· Check skills via appraisal
· Observation + review reports                                                                                                                               

	Handling Information, Information Security and Recording Skills (CI meets KPI)
	· Classroom  or WBC e-learning 

· Observation + review reports 
· Questioning                                                                                                                             
	· 1 year  Classroom refresher or WBC e-learning
· 1 year  Observation + review reports                                                                                                                               

	First Aid Awareness 
(If  assisting in care )
	· Classroom   
· Assessment 

· Questioning                                                                                                                         
	· 1 year  Classroom refresher 

· Assessment /Questioning to ensure understanding

	Fire Awareness (CI)
	· Classroom   

· Observation of Fire Drill

· Questioning
	· Classroom refresher or WBC e-learning   
· Observation of Fire Drill


	L1 Safeguarding Adults, Duty of Care and Complaints 
	· Assessment  

· Classroom   

· Observation + review reports    
·  Questioning                                                                                                                         
	· 1 year Observation + review reports                                                                                                                               
· 3 years E-learning (Log onto Care) or Classroom  

	Personal Safety and Security in the Workplace 
	· 
	

	Mental Capacity Act Level 1
	· 
	

	Health and Safety in a Social Care Environment (CI meets KPI) 

or Safety Matters (CI)
	· Classroom  or WBC e-learning
· Observation + review reports  
· Questioning                                                                                                                    
	· 1 year  Observation 

· 3 years WBC E-learning or Classroom  



	Stress Management and Wellbeing 
(CI meets KPI)
	· 
	· 

	Equality and Diversity for Staff (CI)
	· 
	· 

	Manual Handling (if not assisting in care) (CI)
	· 
	· 

	Safeguarding Children Universal
(for those  working closely with families with children)
	· Assessment 
· Classroom   

· Observation + review reports    
· Questioning                                                                                                                         
	· 1 year Observation & Assessment, E-learning/Classroom if assessment scores below 60%. If 60% or above bite size e-learning to meet areas of need.
· 3 years E-learning (Log onto Care) or Classroom  

	DOL’s
	· Classroom   

· Observation + review reports    
· Questioning             
                                                                                                           
	· 1yr checks of competence

· 3 years Classroom  


	L2 Safeguarding Adults 
	
	

	L2 MCA
	· 
	· 

	Chairing Meetings for Safeguarding
	· 
	· 

	Safeguarding Adults – Managing Staff & Making Decisions
	· 
	· 

	Intro to Personal Budgets  & Care Act  
	· Classroom
	· As required Classroom or e- learning (Skills for Care or SCIE)


Continued Social Workers & Occupational Therapists

	Other Areas dependent on role and knowledge

	
	Induction Learning method
	Refresher Due Learning Method

	Supervision Skills  if supervising staff
	· Classroom or e- learning (Skills for Care or SCIE)
	· As required Classroom or e- learning (Log onto Care or SCIE)

	Telecare
	· Classroom
	· As required Classroom

	Legal Update for Social Care
	· Classroom
	· As required Classroom

	Risk assessments for Care Profession
	· Classroom
	· As required Classroom

	Welfare Benefits overview
	· Classroom
	· As required Classroom

	End of Life Care if required
	· Classroom or e- learning 

(Log onto Care or SCIE)
	· As required Classroom or e- learning (Log onto Care or SCIE or SCILs)

	Various other Dementia  topics if required
	· Classroom or e- learning
	· As required Classroom or e- learning (Log onto Care or SCIE or SCILs)

	Awareness of mental health, dementia and learning disability (if a leaning need)
	· Classroom or e- learning
	As required Classroom or e

	Long Term Conditions if required
	· Classroom or e- learning 
(Log onto Care or SCIE or SCILs)
	As required Classroom or e

	Employee Performance Management for Managers (if managing staff)
	· WBC E-learning
	· 3 years WBC E-learning

	Other Corporate Mandatory requirements

	
	Induction Learning method
	Refresher Due Learning Method

	Induction to Working at WBC Part 1(CI)
	· WBC E-learning
	· Not required

	Induction to Working at WBC Part 2(CI)
	· Classroom
	· Not required

	First Day Data Protection (CI)
	· WBC E-learning
	· Not required

	Display Screen Equipment if using computers (CI)
	· WBC E-learning
	· 3 years WBC E-learning

	Employee Performance Management - Preparing for your Appraisal (CI)
	· WBC E-learning
	· 3 years  WBC E-learning








