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Workplace Skills for Life for Care


Which of these skills and tasks are relevant to your job?

Which ones are you confident with? Which ones would you like to develop?
	
	Relevant
	Confident
	Like to improve

	Fill in an accident or incident report form effectively.


	
	
	

	Shop for residents and give change correctly.


	
	
	

	Read and understand a health and safety notice or the home guidelines on confidentiality.
	
	
	

	Report clearly to colleagues at handover time.


	
	
	

	Read, understand and complete timesheets and work-related documents.
	
	
	

	Read and fill in a fluids balance chart and other charts.

	
	
	

	Follow a set of instructions exactly e.g. for hand washing so as to reduce infection.
	
	
	

	Work out the ratio of a mix of ingredients in a food supplement drink.
	
	
	

	Fill in an accident or incident report form effectively.


	
	
	

	Help to write and update a care plan.

	
	
	

	Record observations; judge how much to write and what to include and keep to fact not opinion.
	
	
	

	Speak to residents, relatives and visitors appropriately
.
	
	
	

	Take accurate notes from a meeting.


	
	
	

	Understand metric weights and measures.


	
	
	

	Proofread own writing and correct grammar, punctuation and spelling errors
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