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| Submission Format

This work will be submitted in 2 different formats:
Assessm_ent 1 should be submitted as a word-processed report document in a standard report
sty]e, which requires the use of headings, titles and appropriate captions. You may also choose
to include pictures, graphs and charts where relevant to support your work. The recommended
word count for this assignment is 1500—-2000 words, though you will not be penalised for
exceeding this total.

Assessment 2 requires the submission of evidence from a mock training event on
recordkeeping. This will include a set of materials used in the event, to include an electronic
presentation, evidence of your own record-keeping across a range of types of records, as well
as where you will demonstrate you have evaluated the effectiveness of your own completion of
relevant records. The recommended word count for the presentation is 1000-1500 words
(including speaker notes), though you will not be penalised for exceeding this total. For both
assessments, any material that is derived from other sources must be suitably referenced using

a standard form of citation. Provide a bibliography using the Harvard referencing system.

Unit Learning Outcomes

LO1 Describe the legal and regulatory aspects of reporting anq record keeping in a care setting
LO2 Explore the internal and external recording requirements in a care setting

Assignment Brief and Guidance
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Breakdown of assignment:

Assignment:
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LO2 Explore the internal and external recording requirements in a care setting

Assignment Brief and Guidance
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f Scenario:

You are a manager in a local authority setting providing residential and non-residenti

servicgs to individuals with specific needs. There havegbeen several rece(:': ar\?t?cl:clj:: ?r? !cr?:r:ews
regarding the ‘unnecessary’ death of a patientin a local hospital. The media reports that there
was a catalogue of procedural errors in record-keeping in the hospital that led to the patient’s
death. These included incorrect medicine dosage, missed patient observations due to
inaccuracies in shift records, and an incident with the patient’s family reporting the patient's
chest pains not being recorded. In addition, the patient’s family was refused access to their
health records, despite the family member requesting the records being authorised by the
patient through a lasting power of attorney. Lastly, the personal details of the patient were
leaked to the media by someone who journalists report worked at the local hospital.

! As a result of this, and several other breaches in protocol and practice, the Secretary of State
lator to conduct a review of the data management

f for Health has ordered the national regu
processes and procedures across all health and social care provision in their remit.

u with conducting a Self-Assessment Review of
a of service provision

| To facilitate this, your Director has tasked yo
all the care workers

| the reporting and record-keeping requirements and processes in an are

! in your setting, to be used in a series of training sessions to be given to

that are new to your organisation




Activity 1.

For this actiyi .
recordkeepi\r’]gybgfsci\sﬂgg Produce an evaluative internal Review of the reporting and
confidentia| and evalu ts Ik eg _Of service provision in your setting. Your Review will be
Storing ang ,Sharin : fa e hqw effecpve your work setting’s arrangements and processes for
forward recommer?d nt'Ol’manon are, in terms of efficacy and compliance. Your Review will put
consequences of inea:’florl's for how your settln.g can improve its processes, with reference to the |
credibili : eclive systems for. service user safety, the setting’s effectiveness and

ty and with reference to the media.

LO2 Explore the internal and external recording requirements in a care setting
Scenario

You have been qskc_ed by your Manager to produce some induction material for new staff. They
are concerned with introducing new staff to material related to Compliance in Health and Social
Care settings. The theme that they want you to focus on is relevant legislation and protocols to
refer to as a new team member.

Activity 2

They have requested that you submit information in report format covering key legislation,
guidelines and you will include an evaluation of the consequences of non-compliance with legal
and regulatory aspects of reporting and record keeping in the setting. protocols that relate to

Effective Reporting and Record Keeping in Health and Social Care.

Unit Learning Outcomes
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Activity 3.

Produ
Ce a set of traini
8 . rainin i
o?tz!e;tron'c Presentatig?:stﬁ,nag on record-keeping for new staff. These materials will include
chnology in the setfing In tgrmowerpomt_or Prezi that evaluates the effectiveness of thc;, us;e
. s of meeting service user needs, ensuring appropriate care is

given and maintaij
ntaining co iali
ar nfidentiality ; .
e completed from your own praczltide You need to include anonymised examples of how records

LO 4: Appl
B y law and policy in li i
practice setting. policy in line with regulatory and ethical requirements in a relevant

Scenario

You have i
briefing o k;egl;rzpﬁgﬁched by a care provider as an independent Consultant to provide a
o ot ? staff team that has recently received a Poor CQC report. Part of the
orovider want at record keeping was found to be requiring improvement. The care
ants you to submit your briefing in the form of a report and include examples of your

own record keeping practice.

Activity 4
In your report, you firstly need to explain the ethical and re i

_ d . la gulatory context of record kee i
relation to Heaith and Social Care, giving attention to the role of the CQC and the conneg;ir:)%m

between different Ethical Principles and good record keeping.

You will also include in your report examples of records you have kept, during which you will
evaluate the effectiveness of your own completion of records in terms of meeting service user
needs, compliance with organisational and other relevant policies, ensuring appropriate care is
given and that effective reporting is carried out, to facilitate their understanding.

mber the need for absolute confidentiality. This
f the location, the name of the setting, as well as all

practitioners and other staff.

**|n your submissions, you must reme
means you need to change the details o
details relating to patients/service users,

es support and reading for this unit. For further guidance and support

*Please access HN Global for additional resourc
on report writing please refer to the Study Skills Unit on HN Global www.highernationals.com
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Learmng O‘lVJVEcicirpesiand Assessment Criteria

Distinction

M1 Analyse the implications
of non-compliance with
!egislation, regulating and
inspecting bodies’
requirements

D1 Evaluate the consequences
of non-compliance with
reference to the media,
service user safety and the
credibility of the care setting

LO2 Explore the internal and ex

in a care setting

ternal recording requirements

P3 Describe the process of
storing of records in own care
setting

P4 Explain the reasons for
sharing information within own
setting and with external bodies
P5 Accurately illustrate the
internal and external
requirements for recording

M2 Examine the current
processes in own care setting
related to storing and sharing
records

information in own care setting

D2 Evaluate own work setting’s
arrangements and processes for
storing and sharing information,
making recommendations for
improvement

LO3 Review the use of technology in reporting and recording
service user care in a care setting

P6 Describe how technology is
used in recording and reporting
in own care setting medical

Explain the benefits of or care
involving service users in record
keeping processes

M3 Review the use of digital
technology in relation to own
management procedures P7

plan

D3 Evaluate the effectiveness
of the use of technology in
terms of meeting service user
needs, ensuring appropriate
care is given and maintaining
confidentiality

LO4 Demonstrate how to keep and maintain records in own
care setting in line with national and local policies

P8 Produce accurate, legible,
concise and coherent records
regarding service user care for
different service users following
own setting’s guidelines

P9 Explain different aspects of

own management of service user
records with reference to

compliance with national and local

policies and guidelines

M4 Analyse the process of
maintaining records in own
setting, identifying any
potential or actual difficulties

D4 Evaluate the effectiveness
of own completion of
documentation in terms of
meeting service user needs,
ensuring appropriate care is
given and effective reporting
is carried out




