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5. Thumbs and wrists 6. Nails in the palm of the hand
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What do | need to

know about laws and

policies for my NVQ ?

" You need to know
O something about the
following laws and
O policies and how they
fit in with your work
O
You need to be able to show your assessor how what you do at work is in line with
these laws and policies
You can do this:
when you are being observed at work
by talking about your work with your assessor

by including information about these laws and policies in your candidate reports

Here are some laws that support our rights to be tr  eated fairly.

Equality Act 2007

This act set up the Commission for Equality and Hum an Rights (CEHR)

to oversee and promote equality issues and promote the Human Rights

Act.

The CEHR will:

Promote equality of opportunity and diversity

Enforce anti-discrimination legislation

Promote awareness, understanding and protection of human rights
The Act also outlaws direct or indirect discrimination on the grounds of religion and

beliefs
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It enforces European directives making discrimination on the grounds of sexual
orientation, religion, belief and age unlawful in the areas of work and training
The Equal Opportunities Commission/Commission for Racial Equality/Disability

Rights Commission are all replaced by the CEHR

Sex Discrimination Act 1975

Outlaws people being treated unfairly because of their gender or whether they are

married or not

Race Relations Act 1976

Outlaws people being treated unfairly because of their racial background

Both Acts refer to direct and indirect discrimination:
Direct discrimination is where someone is treated less favourably than
another person would be treated in the same or similar circumstances.
For example, it would be unlawful for a care home to refuse to admit

someone simply because s/he is black.

Indirect discrimination is where a condition or requirement is imposed
which may appear to have nothing to do with race or gender but which in
practice does discriminate against a group of people.

For example, a height restriction for a job could indirectly discriminate

against women as it might mean that women could not apply for the job.
Victimisation is also a form of discrimination that is outlawed in the

Race Relations Act. This is where someone is treated less favourably

because they have made a complaint or allegation of discrimination.
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Disability Discrimination Act 1995 and 2005

Makes it unlawful to discriminate against people with disabilities in employment,
access to goods and services (such as residential care and homecare), transport
and education

Service providers need to make reasonable adjustments to meet the needs of a
disabled person

Places a duty on public authorities (such as the council) to promote equality of
opportunity between disabled people and other people.

Equal Opportunities/Equality  is about making sure that everyone has
the opportunities they should within the law, at work and when they are
receiving a service. This means in practice finding out about people’s
needs and wishes so that you can provide them with the same
opportunities as everyone else. It does not mean treating everyone the

same.

Diversity is about recognising that everyone is different and supporting
this in the services we provide so that we can promote equality of
opportunity and provide each person with an individualised service.

Some examples of how you are working within these A cts could
include:

Writing in the Care Plan that Mr X needs to wash under running water and has some
special dietary requirements.

Challenging a service user who is making racist remarks to another service user

Making sure that a service user who has had a stroke has some adapted cutlery so
that she can eat by herself and does not need support from staff

Sitting down and talking to your key person and finding out what they like and dislike
rather than assuming you know.

These examples demonstrate a person-centred approach to supporting service users.

Person-centred care planning is about spending time listening to the person and finding
out how they want their services delivered and understanding them as a unique individual
- ie; what makes them tick, what makes them angry, sad, happy etc. Itis a way of
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empowering service users, which means supporting people to do as much as they can
for themselves and listening to their choices and opinions of how they want the service
they pay for to be provided. It is about finding out and recording what is important to the
person and not just what staff think is important for them.

Person-centred planning is part of the government’s Personalisation agenda and is
something that inspectors of services will be looking for when they visit.
Human Rights Act 1998

Means that people can seek help from the courts if they feel their human rights have
been infringed
Gives us a number of rights including

Not to be subjected to degrading treatment

Liberty and security of person

Respect for private and family life

Peaceful enjoyment of possessions

Protection of property

Examples of how you work within this Act in your wo rk could include:

Making sure that a resident in a care home has a key to their bedroom door so that

no one else can wander into their room

Following risk assessments about ‘challenging behaviour’ to protect service users

from the behaviour of other service users

Supporting Mrs A to go for a walk outside her care home when she wishes to.
Protecting service users from abuse

Safeguarding Vulnerable Groups Act 2006

This Act aims to streamline the system for vetting people to work with vulnerable
adults and children.

It establishes an Independent Barring Board which will maintain 2 lists of those
banned from working with adults and children.
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No Secrets Guidance 2000

This is guidance but not law.
Care providers must have rigorous recruitment practices, take up references and

carry out checks on staff suitability to work with vulnerable people.

Safeguarding Adults Policy

This policy tells you what you should do if someone has been abused or if you

suspect abuse

It says that we should not ignore abuse or promise to keep it secret; we must report
it.

Whistleblowing Policy

This policy is to protect staff who report concerns about practices at work or
individual staff practice

As long as you act in good faith you will be protected under the policy

Some examples of how you are working within these | aws could
include:

Reporting to your manager if you have concerns about a colleague’s practice.

If a service user discloses abuse to you, letting them know that you will need to

inform your manager.

Mental Capacity Act 2007

This law is aimed at supporting people who may be unable to make all decisions for

themselves (such as people with dementia or learning difficulties).

It says that we must assume people can make decisions for themselves unless

they are assessed as unable to.
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If we do decide that someone lacks capacity to make a decision, this decision

should be in their best interests and we must record this.

The law says that just because someone lacks capacity to make decisions in one
area of their life (eg; financial decisions), this does not necessarily mean that they

lack capacity to make decisions in other areas (eg; deciding what time they want to

get up).

This law also covers people making advanced decisions about their treatment in

the future (eg; about whether they wish to be resuscitated).

This Act also includes Deprivation of liberty Safeguards (DOLS):
These safeguards are to provide legal protection to vulnerable people who
are deprived of their liberty (other than under the Mental Health Act)
They cover patients in hospitals and people living in care homes who lack
capacity due to mental health issues or learning difficulties
Care homes and hospitals must apply to a supervisory body to be able to
deprive someone of their liberty (except in emergencies)

The person or family can appeal about the decision.

Some examples of how you are working within this la w could include:

Showing a service user with learning difficulties the choice of food for lunch so that

she can point to what she wants, rather than deciding for her.

Involving an advocate to support someone with dementia to make decisions

Making sure that it's recorded in Mr B’s care plan that he likes to go out for a walk

in the afternoon and needs support to do this.
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Data Protection Act 1998

This Act protects access to information and confidentiality of personal information.

Service users have a right to see any records about them.

The Data Protection Act contains eight ‘Data Protection Principles’ which state that

personal data must be:-

1. Processed fairly and lawfully

N

. Obtained for specified and lawful purposes

w

. Adequate, relevant and not excessive

N

. Accurate and up to date

(62

. Not kept any longer than necessary
6. Processed in accordance with the individual’s rights
7. securely kept

8.Not transferred to another country without adequate protection in place

Organisational requirements:

South Gloucestershire Council's Guide to the Data Protection Act states its commitment to

the objectives of the Data Protection Act.

The guide states that it will keep the minimum amount of personal information
needed to perform its duties.
It expects all its employees to comply with the Data Protection Act and will provide

training and advice when necessary.
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Some examples of how you are working within thisla  w could include:

Writing in a service user's file in a private place.
Closing the door when you're on the phone.
Writing details accurately and factually in service user's records.

Making sure all records are returned to their storage space when you've finished
with them.

Not discussing service users personal details with other service users
Not giving personal details about service users or colleagues unless permission
has been obtained.

Confidentiality

This is linked to the Data Protection Act.

Information on service users should be kept safe and shared only on a ‘need to

know’ basis.

If a service user shares something with you, you need to say that you might
have to report it if it's something affecting that person or someone else or in a

policy or procedure to report it.

People using social care and health services usually provide other people with a
lot of information about themselves. Most people want to control what other
people know about them so it's important you treat this information with respect

and are clear about your organisation’s ‘need to know’ policy.

You need to be clear about the Data Protection Act and what that means for

your daily work.
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Health and safety

You need to know how Health and Safety laws affect your practice.

The Health and Safety at Work Act 1974 is like an umbrella which has many laws

and regulations which support it.

The Act has been up-dated and supplemented by many laws and guidelines, which

extend, support or explain it.

It covers a lot of areas but you only need to be aware of aspects of it that are

relevant to your practice.

Health and Safety at Work Act 1974

Your responsibilities under this law are to:

Keep yourself and others safe
Co-operate with your employer in respect of health and safety issues
Not intentionally damage health and safety equipment / materials that are provided

Follow risk assessments

These are some regulations that you need to be awar e of:
C.0.S.H.H. Control of substances hazardous to heal th:

Store cleaning products in a locked cupboard
Use products carefully

Keep medication in a locked trolley
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R.I.D.D.O.R Reporting of injuries diseases and dan  gerous occurrences

regulations:

Accident forms must always be completed

Report serious injuries/diseases

Manual Handling Operations Regulations:

Avoid lifting when possible
Use equipment provided

Follow risk assessments
The Health and Safety at Work Act also covers other areas which affect the way you work such as:

Infection control
Be aware of any infection control risks and follow safe working practices

Wear appropriate personal protective equipment / clothing

Report any injuries / conditions that would put person or service user at risk of cross
contamination

Disposal of waste
Follow employer’s safe working procedures
Dispose of waste in appropriate containers
Use personal protective clothing

Food hygiene

The Food Safety Act 1990 covers any business involved with food.
Your responsibilities are to:

Maintain a high standard of personal hygiene

Wear clean and where appropriate, protective clothing.
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Routinely wash hands when preparing food.

Report any skin infections, diarrhoea/ vomiting to your manager immediately

Examples of how you are working within th  ese regulations could include:
Putting up a 'Warning, Wet Floor' sign when you have just mopped the floor
Returning cleaning fluid to the C.O.S.H.H. cupboard after use and locking it
Using a service user's own hoist sling to move them

Wearing disposable gloves and apron when supporting a service user with personal
care

Reporting a faulty window latch in a downstairs lounge

Reporting having sickness and diarrhoea to your manager.

Washing your hands before and after you support a service user to eat their lunch.
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Care Standards Act 2000

This Act created a new regulatory framework for social care and health care

services aimed at improving services and protecting vulnerable adults.

This Act makes sure that care providers are working to agreed standards (the

National Minimum Standards)

Care providers are inspected by inspectors from the
Care Quality Commission (CQC)

If care providers are not meeting the National Minimum Standards then action will

be taken against them

Health and Social Care Act 2008

This Act extends the power of the Care Quality Commission who will inspect social

care and healthcare establishments.

The Act sets out new regulations that will replace the National Minimum Standards
in the future and care providers will be inspected to these regulations. The CQC
inspectors will be focusing on the outcomes for service users when doing their
inspections-how well the service is meeting service users’ needs.

All care providers will have to register with the CQC from October 2010.

General Social Care Council Code of Practice

The General Social care Council was set up under the Care Standards Act.
It sets standards of conduct and practice for care workers and employers.

At some point, the government intends that all social care workers will be placed on
a professional register.

As a carer, you are expected to know your responsibilities and to work to the
standards of the code in order to remain on the register.
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The Code of Practice says that social care workers must:-

1. Protect the rights and promote the interests of service users and carers.
2.  Strive to maintain the trust and confidence of service users and carers.

3. Promote the independence of service users whilst protecting them as far as possible from
danger and harm.

4. Respect the rights of service users whilst seeking to ensure that their behaviour does not
harm themselves or other people.

5. Uphold public trust and confidence in social care services.

6. Be accountable to for the quality of their work and take responsibility for maintaining and
improving their knowledge and skills.

Examples of how you are working to this code of pra ctice and within the requirements of the

Care Standards Act and Health and Social Care Actc  ould include:

1.
Supporting a service user to make a complaint.
Asking a person quietly if they would like to use the tolilet.
2.
Closing the office door when you’re on the phone.
Challenging a colleague who is making unkind remarks about a service user.
3.
Reporting abusive, discriminatory, exploitative behaviour according to procedure.
Supporting a service user to be as independent as possible with personal care.
4.

Supporting a service user to go out, when there is a risk that they may fall, by following their risk
assessment.

Providing appropriate support when you see Mrs X verbally abusing Mr Y.
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Keeping personal relationships with service users professional.

Only discussing service users with a colleague in a private place.

Making sure you undertake training to maintain and improve skills and knowledge.
Informing your manager about any personal difficulties that might affect your ability to do your job

competently and safely.
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The code (rules) is set down to be clear about what
social care workers have to do. It is also there to tell
people who use services and the public what to
expect.

The code is to be used as well as all the other legal
rules social care workers have to follow.

Social care workers have to make sure their work is
meeting the standards set out in this code and they
do not harm services users.

The General Social Care Council says social care
workers have to meet this code. They may take
action if workers on the list fail to do so.

Bosses of social care workers have to take into
account the code in deciding what to do about staff
who break the rules.

Here is the code (rules) for social care workers:

1. Social care workers must protect the rights
and look after the interests of service users
and carers.

This means:

it E 1.1 Treat each person as an individual.
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1.2 Respect and, where needed, put forward the
views and wishes of both service users and
carers.

1.3 Support service users’ rights to control their
lives and make real choices about the services
they receive.

1.4 Respect and keep the dignity and privacy of
service users.

1.5 Put forward equal opportunities (making sure all
people can have the chance to do things) for
service users and carers.

1.6 Respect differences between people (diversity)
and different cultures and values.

2 Social care workers must earn and keep the
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trust and confidence of service users and
carers.
This means:
2.1 Be honest and trustworthy.

2.2 Communicate in an open, truthful and
clear
way.

2.3 Respect private information. Clearly explain
agency guides about privacy to service users
W and carers.

2.4 Be reliable, so that people can trust them.

2.5 Do what they say they will do. If they are
unable, then they must explain why to service
users and carers.

2.6 Be clear about problems that may affect their
work. Make sure they are fair in how they do
things.

2.7 Keep to the guidelines when people give them gifts
and money.
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3 Social care workers must put forward the
independence of service users whilst
keeping people safe.

This means:

3.1 Putting forward the independence of service
users and helping people to understand and
use their rights.

3.2 Use the guides already set out to challenge and
report dangerous, abusive or bad behaviour.

3.3 Follow the guides made to keep social care
workers and other people safe from violent and
bad behaviour at work.

3.4 Tell their boss (or someone higher) about what
is happening at work that might get in the way
of giving safe care.

3.5 Tell their boss (or someone higher) when other
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staff may be working in an unsafe or bad way.

3.6 Keep to health and safety guides, including
those about drug or alcohol abuse.

3.7 Help service users and carers to make
complaints. Take complaints seriously and reply
to them or pass them to the right person.

3.8 Social care workers must be aware of the
power that comes with their job and must use it
carefully when working with people who use
services.

4 Social care workers must respect the rights

of service users. At the same time they need

to make sure a person’s behaviour does not
harm themselves or other people.

This means:

4.1 Understand that service users have the right to
take risks. Help them to think about the risks to
themselves and others.
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4.2 Follow risk guides to work out whether the
behaviour of service users is a real risk to
themselves or others.

4.3 Take the right steps to lower the risks of service
users doing harm to themselves or other
people.

4.4 Make sure that other people who need to know
are aware of the risk plan.

5 Social care workers must keep public trust
and confidence in social care services.

It is very important that they do not:

5.1 Abuse, neglect or harm service users, carers or
other staff.
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5.2 Take advantage of service users, carers or
other staff in any way.

5.3 Abuse the trust of service users and carers due
to the freedom they have to get personal
information about them. This also includes their
property, home or workplace.

5.4 Form personal relationships that are not
appropriate with service users.

5.5 Act against the law or in any bad way against
service users, carers or other staff.

5.6 Support anything that happens that is against
the law or discriminates against people.

5.7 Put themselves or other people at risk that can
be avoided.
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5.8 Behave in a way, in work or outside work, which
would question whether they are ok to work in
social care services.

6 Social care workers must be responsible for
their own work and getting better at their
work.
This means:

6.1 Working to the right standards. Working in a
lawful, and safe way.

6.2 Keeping clear and true records asked for by
their bosses.

6.3 Tell their boss (or someone higher) about any
personal difficulties that might make their work
suffer.

6.4 Get help from their boss (or someone higher) if
they do not feel ready or are not sure how to
carry on with their work.

6.5 Work openly and well with other staff and treat
them with respect.
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6.6 Know that the social care workers are
responsible for their work, even if they have
passed it to others.

6.7 Understand and respect the roles and
experience of workers from other places. Work
together well with them.

6.8 Do training to keep up with the skills they need
to do their job well and help the people they
work with to do the same.

Write to us at:
General Social Care Council
Goldings House
2 Hay's Lane
London

SE1 2HB
Telephone:

020 7397 5100
Website:
www.gscc.org.uk
Textphone:

020 7397 5103

45



Practical Activities
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Fun Activities
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Communication Group Games
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Holidays Word search

RDTSROKEITLMFANEU KWP
DUOCFDKMSEASIDETYV OMM
SRTGAWGVQKTABJJCN CSA
UVIJIMOTORWAYXWUF GIM
MXCCREBPEUDLUGGAG EGT
MWKBPHGCDBFLMCEFIL PHR
ESEDOKWABROADVIOM XTA
RPTIRSPASSPORTOQKN PSYV
CVSTTUWFQTHJVKWOZC M E E
ALSODIAAEROPLANEZ XEL
RIJHURTJHPAOHOTELT LIP
AKPRUCXOTGITRAINC CNR
VQSIVAWLICOACHGRG OGO
AAQSQSYIRELAXATIO N C Z
NDETREWDXWUXQMONE YHY
OPASICLAHIXPFPAODO TZW
RPSEDFIYMBFEKAGRP EUJ
OPDIJMGGSDWSANDBBH N ZD
XBGANKTBEACHDJLGEF TWB
BYI  WMHRGLJUCAMPSI TEV
Words:
sightseeing relaxation aeroplane holidays
suitcase passport campsite tourists
motorway airport luggage tickets
seaside caravan travel abroad
summer train hotel beach
money coach tent sand
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-T-RSPASSPORT ---
--0-1-AEROPLANE -

--R-C-0---TRAIN -

R
C
A
R--U-T-H---HOTEL -
A
V--1-A-L-COACH---
A

--S-S-IRELAXATIO

N--T-E-D----- MONE
e oS et A s - e e m e oo
_______ Y - - oo oo o
------- S--SAND - - -
------- BEACH-----
----------- CAMPS |

E

GT

HR

TA

SV

EE

EL
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$ %

TSISAHTRUMPETPEGH PFN
BVXHARMONICABOQIUDO IV V
YISHNMHORNHRMMSHA CcC XO
POAUNDVRECORDERHR C XB
JLXSNOAGUITARHHRDO OLA
LIOBAGPIPESVGUUYJ LGE
YNPTLBUKZWQWXBANI Oou
APHAGLBENKPPYCGEF]J HIlB
EFOMYIOYCLIJLEHVO RVA
NBNBRPEBEIAVOZRKH AHS
VNEOAFDOSFNKPPMNK GAS
IRTUBAQAJNOSHDACY ERO
ODGREIARUJQUORNIEF CPO
LCTIBMYDLOWSNOQQDTL I I'N
AEVNEEQXOJSZEYOAU OJL
TLQELRYUBDRUMSLCT HOS
DLGWQEYQOWXQGGINE AQT
KOFOTFTKECVDTSNBK R KD
YVTWUIKSXGUCLARIN ETF
WBTROMBONENVTPUTE WIF
Find 25 musical instruments hidden in the word squa re.
tambourine saxophone xylophone harmonica
keyboard trombone clarinet mandolin
recorder bagpipes trumpet bassoon
guitar violin piccolo piano
drums cello viola flute
banjo harp horn tuba
oboe
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------ TRUMPET--- - P--
-V-HARMONICA----- | - -
-1S---HORN=5---=---- C

-OA----RECORDER- - C - -
“LX----GUITAR---- o)

-lOBAGPIPES------ L - -
-NPT---K----XBANJ o--
--HA---E--P-Y---- --B
S OM-=--Y--l-L---- --A
--NB---B--A-0---- -HS
V-EO---0--N-P-M-- -A'S
|-TUBA-A--O-H-A-- -R O
O--R---R----0-N-F -PO
LC-1---D----N-D-1L --N
AE-N----0---E-0-U

-L-E----BDRUMSL-T

----------- CLARIN ET-

-~ TROMBONE -=-=-----
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Baby Animals

Across:

sheep
cat

duck
kangaroo
cow
goat

P OO~NO1TW

e

Down:

1 lion
2 deer
4 pig

6 dog
8 horse
10 bird
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Baby Animals (solution)
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Opposites

10

11

12

16

17

18

19 20
21
22 23
24
25
Across: Down:
3 ugly 1 far
7 exit 2 loud
9on 4 stupid
12 normal 5 wrap
14 quickly 6 old
15 necessary 8 big
17 inside 10 possible
18 north 11 order
19 left 13 midday
22 obey 16 tall
24 east 20 sad
25 wide 21 ancient
23 above
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(Answer sheet)

Opposites

S

GHIT

B

S|LIOWL]|Y

R

D E

P
@)

T

FIUL

S

AIRIRIOW

L

E

E  NTRANCE

EIAUIT|I

R

T

O |U|T|S|I

M
SIOB|E|Y

NINIE|C|E|S|S|A|R|Y

B

W O |F|F

AIBINJOIRIMA|L

U

(

T

D

S
H

S |O|U|T|H

R
T
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10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

Musicals

HTE AMNOPHT FO HET APREO

SESJU CSTRHI TEURSPARS

ATCS s

IENNA

SIMS GSNAIO

ESL SIREAEMBSL

VTEIA

TSOHU PCICAFI

STEW ESID OTRYS

HESCS

ETNUSS DVAROEBLU

DBOLO HORTBESR

UGYS NDA LLODS

CTPSSAE FO VLOE

LFIDDRE NO ETH FOOR

HOCIGAC

HRIA

EOLLSPGD

RIELVO

OLUINM OREGU

ROYTF-SODENC ETRTES

AMMA AMI s

LLTTElI SOPH FO SRHOORR

OOARBNDIG

TEBYUA DAN ETH BTESA
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10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

Musicals (Solution)

HTE AMNOPHT FO HET APREO

SESJU CSTRHI TEURSPARS

ATCS

IENNA

SIMS GSNAIO

ESL SIREAEMBSL

VTEIA

TSOHU PCICAFI

STEW ESID OTRYS

HESCS

ETNUSS DVAROEBLU

DBOLO HORTBESR

UGYS NDA LLODS

CTPSSAE FO VLOE

LFIDDRE NO ETH FOOR

HOCIGAC

HRIA

EOLLSPGD

RIELVO

OLUINM OREGU

ROYTF-SODENC ETRTES

AMMA AMI

LLTTElI SOPH FO SRHOORR

OOARBNDIG

TEBYUA DAN ETH BTESA

The Phantom of the O pera
Jesus Christ S uperstar
Cats

Annie

Miss Saigon

Les Miserable s

Evita

South Pacific

West Side Sto ry

Chess

Sunset Bouleva rd

Blood Brothers

Guys and Doll s
Aspects of Lo ve
Fiddler on the Roof
Chicago

Hair

Godspell

Oliver

Moulin Rouge
Forty-second S treet
Mama Mia

Little Shop of Horrors

Brigadoon

Beauty and the Beast
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Start at the top left corner. Following the line of letters. It tells a story.

Write it out correctly, putting in spaces and punctuation.

This Morning

T pl/hja|d]|s t |[lk|cla|b|t n|jle|w]|l |0
h u 0 0 S
i t m ble d
S o|g |l e d rle
m y b a|n i
0 I r d t|r
riniji t e |a|k S e
n hig f I h
gl |w i a e|p|t rla|t
o] r S f lo|r I
e|plule |k b a|t a e|e
a g n ru nio f
r I |n d o] t o]
| |y [I |t n rela hir el|h t
w i d a|n
nio|s |a his|s |a t |hje g
I w p | |b|e
y | lo|c |k niu a n
S C b S p e
I |[X |0 ult |t |[hie e|r |Tle
This Morning
Solution:

This morning | woke up early. It was only six o'clock but the sun was shining
brightly. | got up, had some breakfast, and read the paper. Then | began to
feel rather tired, so | went back to bed and slept for another hour.
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1. blackbird
2. thrush
3. seagull
4. robin

5. eagle

6. hawk

7. swallow
8. wren

9. sparrow

10. kingfisher

Common Birds - Solution:

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

yellow hammer
vulture

owl

starling
albatros

crow

magpie

blue tit

lark

swan
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