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DIRECTORATE OF LEARNING DISABILITY SERVICES
KEY SKILLS AND COMPETENCIES WORKBOOK

FOR NEWLY REGISTERED NURSES (RNLD) 

DURING THEIR PRECEPTORSHIP PERIOD.

(Continuing Health Schemes and Assessment and Treatment Units)

Dear Colleague,

This workbook contains a profile of the key skills required of a clinical grade Band 5 nurse in the Continuing Health services within the Learning Disabilities Directorate.  It is designed as a working document to be used to enable smooth transition over a 6 to 12 month period into the  role/function.
The workbook focuses on particular areas of clinical, managerial and organisational skills in order to strengthen your individual skills and practice.  You must identify a mentor, who along with you will monitor and record your progression. It is anticipated that you will normally be able to achieve the standards required within 9 to 12 months.  However, it is also acknowledged that some individuals, for a variety of reasons, may require an extended level of mentorship.

You will be responsible for arranging regular one-to-one meetings with your mentor in order to discuss and reflect your personal experiences and develop your knowledge of the organisation and its requirements.  In addition, your nurse manager will meet with you at regular intervals to carry out reviews in order to document your progress.

Once you have completed your workbook to both you and your mentors satisfaction, your nurse manager will hold a summative review with you to ensure all the requirements of the  role have been consistently and competently met.  They will need to certify that they are confident in your ability to assume the responsibility of a Band 5 nurse.

During this developmental period you should also take full advantage of Clinical Supervision, the Individual Performance Review process and any mandatory or developmental training events.

The responsibility for your continued professional development (CPD) lies with you.  However, through the support of your mentor and nurse manager, you will have the opportunity to develop your skills, knowledge and attitude in order to become an effective practitioner within the Continuing Health Services.

Good Luck.

IAN FERRIS

Head of Nursing

Learning Disabilities Directorate

STAGES OF PROGRESSION




































	Name:

Staff Number:

Work Area:

I declare that unless otherwise stated, the evidence presented in this workbook is all my own work and reflects my current knowledge and competence.

Statement of overall evaluation of process:

Signature:






Date:




	Name of Mentor:

Statement of overall evaluation:

Signature:                                    Date:  




	Name of Nurse Manager:

Statement of overall evaluation:

Signature:                                                      Date:


C O N T E N T S

1. NURSING CARE PLAN/POSITIVE BEHAVIOURAL SUPPORT PLAN


2. NURSING STANDARDS

3. POSITIVE BEHAVIOUR MANAGEMENT

4. RISK ASSESSMENT

5. MEDICINE ADMINISTRATION

6. MENTAL HEALTH ACT ( 1983 )

MANAGERIAL

7. HEALTH AND SAFETY

8. STAFFING

ORGANISATION

9. FINANCIAL PROCEDURES

10. OPERATIONAL

11. CLINICAL GOVERNANCE

COMMUNICATION

12. MEETINGS

13. WRITTEN

14. INFORMATION MANAGEMENT AND TECHNOLOGY

16. LEADERSHIP

17. PERSONAL MANAGEMENT

18.  PROTECTION OF HEALTH AND WELL BEING

PLEASE NOTE THAT THIS WORKBOOK IS AVAILABLE ELECTRONICALLY FROM THE TRAINING AND DEVELOPMENT DEPARTMENT.

PROGRESSION INVENTORY FOR:…………………………………..






            (insert Staff Nurse's name)

	CARE DELIVERY
	Date

completed
	Staff Nurse's signature
	Mentor's signature

	NURSING CARE PLAN/POSITIVE BEHAVIOURAL SUPPORT PLAN

KSF LINK HWB 3 Protection of Health and wellbeing (Level 2) HWB 5 Provision of care to meet health and wellbeing needs (Level 3), IK2 Information collection and analysis (Level 2)

Competence:
	
	
	

	1.1. Undertake and document a comprehensive and systematic assessment of the physical, psychological, social, spiritual needs and behavioural including a functional analysis of challenging behaviours.
	
	
	

	1.2 Formulate and document a Positive Behavioural Support (PBS) plan  and/or nursing care/support plans
	
	
	

	1.3 Implement a PBS plan by

· training colleagues on the content and actions required

· compiling staff knowledge tests

and /or other care/support plans
	
	
	

	1.4 Review and evaluate a PBS plan and /or other care/support plans
	
	
	

	1.5 Undertake an audit of the PBS plan by

· assessing comprehensiveness, and goodness of fit

· participating in regular positive monitoring observations of care/support using the appropriate Directorate's Audit Tool proforma
	
	
	


	NURSING STANDARDS

KSF LINK Service Improvement and Quality (Level 2)  IK3 Knowledge and information resource (Level 2)

Competence:
	
	
	

	2.1 Complete documentation to incorporate the Directorate's Nursing Standards into PBS Plans and other the plans of care
	
	
	

	2.2 Contribute to the Periodic Service Review, format and process
	
	
	


	POSITIVE BEHAVIOUR  SUPPORT (PBS)

Competence:

KSF LINK HWB 7  Interventions and Treatments (Level 3)
	
	
	

	3.1 Demonstrate knowledge and understanding of PBS as detailed in the BTEC training materials
	
	
	

	3.2 Contribute to the maintenance and analysis of systematic records e.g behavioural monitoring forms, participation records etc
	
	
	

	3.3 Demonstrate knowledge and understanding of the Positive Behaviour Management  model within framework of PBS
	
	
	

	3.4 Demonstrate the ability to transfer skills and knowledge as per statutory training and PBS Plans
	
	
	


	RISK ASSESSMENT

KSF LINK Health and Safety & Security (Level 3) IK2 Information collection and analysis (Level 2)

Competence:
	
	
	

	4.1 Undertake a Risk Assessment related to the individual plan of care, using the Directorate's Risk Assessment documentation
	
	
	


	MEDICINE ADMINISTRATION

KSF LINK HWB 7 (Level 3) Quality (Level 3)

Competence:
	
	
	

	5.1 Order pharmacy, medical and non-surgical items as per Trust requisitioning procedure
	
	
	

	5.2 Give medication correctly and safely as per Trust policy
	
	
	

	5.3. Demonstrate knowledge and understanding of medication commonly used in your area of work
	
	
	


	MENTAL HEALTH ACT (1983)

KSF LINK Service Improvement(Level 2) Quality (Level 3)

Competence:
	
	
	

	6.1 Demonstrate knowledge and understanding of the practical workings of the Mental Health Act
	
	
	

	6.2 Reflect on how you would need to prepare to participate in hospital managers review meeting for an individual detained under the Mental Health Act
	
	
	


	MANAGERIAL
	Date achieved
	Staff Nurse's signature
	Mentor's signature

	HEALTH AND SAFETY

KSF LINK Health, Safety & Security (Level 3), Communication (Level 3)

Competence:
	
	
	

	7.1 Demonstrate knowledge, understanding and implementation of the Trust's Health and Safety policy
	
	
	

	7.2  Demonstrate knowledge and understanding  and implementation of the Trust control of infection policy
	
	
	

	7.3 Carry out an environmental risk assessment in line with the Trust's Health and Safety policy
	
	
	

	7.4 Demonstrate knowledge, understanding and implementation of the Trust's fire policy
	
	
	

	7.5 Carry out a fire evacuation drill and weekly fire test
	
	
	

	7.6 Demonstrate knowledge, understanding and implementation of the COSHH regulations as per the Trust policy
	
	
	

	7.7 Demonstrate knowledge and understanding of your role in reporting any accidents or incidents explaining the Directorate and  Trust's policy
	
	
	

	7.8  Demonstrate knowledge and understanding of your role in contributing to the maintenance of service vehicle
	
	
	

	7.9  Demonstrate knowledge and understanding of a clean and safe environment in line with the Welsh Environmental Health Standards.
	
	
	

	7.10 Demonstrate knowledge and understanding of how to manage health emergencies.
	
	
	


	STAFFING

KSF LINK Communication (Level 3), Personal and People Development (Level 3) Equality and Diversity (Level 3) IK2 Information and Collection (Level 2) IK3 Knowledge and information resource (Level 2)

Competence: 
	 
	
	

	8.1  Demonstrate knowledge and understanding of Trust Personnel Policies and Procedure
	
	
	

	8.2 Lead a span of duty with supervision for a minimum of 3 occasions
	
	
	

	8.3 Lead a span of duty without supervision for a minimum of 3 occasions
	
	
	

	8.4 Participate in the organisation of duty rota management
	
	
	

	8.5 Demonstrate knowledge and understanding of how to complete staff paycards
	
	
	

	8.6 Contribute to the implementation of the Trust's sickness and absence procedures
	
	
	

	8.7 Contribute to the Trust's PDR process by undertaking a KSF review with a nursing assistant
	
	
	

	8.8 Contribute to the Trust's supervision process by undertaking supervision with a nursing assistant
	
	
	

	8.9. Contribute to the Trust's NVQ process by working towards Assessor (A1) qualification – Attendance at A1 Assessor training – commence working with 1 candidate to produce 1 unit of evidence
	
	
	

	8.10 Actively contribute to the mentorship and training of student nurses by attending day 1 of the Trust mentorship training programme
	
	
	


	ORGANISATIONAL
	Date achieved
	Staff Nurse's signature
	Mentor's signature

	FINANCIAL PROCEDURES

KSF LINKS:  Service Improvement (Level 2) Quality (Level 2) G4 Financial Management (Level 1)

Competence:
	
	
	

	9.1 Demonstrate knowledge and understanding of the financial control procedures as per Trust policy
	
	
	

	9.2 Implement the requisitioning procedure system
	
	
	

	9.3 Demonstrate knowledge and understanding of budgetary control for own area.
	
	
	


	OPERATIONAL

KSF Link Service Improvement (Level 2)

Competence:
	
	
	

	10.1 Demonstrate knowledge and understanding of the Directorate's and own areas Mission Statement
	
	
	

	10.2 Demonstrate knowledge and understanding of the Philosophy of Care
	
	
	

	10.3 Demonstrate knowledge and understanding of current Welsh Assembly Government strategic guidance for Learning  Disabilities Services
	
	
	


	CLINICAL GOVERNANCE

KSF Link Service Improvement (Level 2)

Competence:
	
	
	

	11.1 Demonstrate knowledge and understanding of the Directorate’s framework for clinical governance and your own responsibilities within this framework
	
	
	


	COMMUNICATION
	Date achieved
	Staff Nurse’s signature
	Mentor’s signature

	MEETINGS

KSF LINK Communication (Level 3)

Competence:
	
	
	

	12.1 Lead a verbal handover with written records as appropriate
	
	
	

	12.2 Attend and contribute to monthly staff meetings
	
	
	

	12.3 Attend meetings as nominated by your Mentor or Manager
	
	
	

	12.4 Attend NVQ Assessor Standardisation meeting
	
	
	


	WRITTEN 

KSF LINK Communication (Level 3)

Competence:
	
	
	

	13.1 Demonstrate that all written documents meet the standards required by the Trust and your professional body (Nursing & Midwifery Council)
	
	
	


	INFORMATION MANAGEMENT AND TECHNOLOGY

KSF LINK Communication (Level 3)
	Date Completed
	Staff Nurse’s signature
	Mentor’s signature

	14.1 Demonstrate how all information technology is fully utilised.


	
	
	

	14.2 Demonstrate how you have developed yourself to fully utilise information technology available.
	
	
	


	LEADERSHIP
	Date completed
	Staff Nurse's signature
	Mentor's signature

	MANAGING OTHERS

KSF LINK Personal and People Development  (Level 3)

Competence:
	
	
	

	15.1 Demonstrate how you have made time to be available to support other members of the staff team
	
	
	

	15.2 Identify how you have changed the behaviour of other staff as a result of feedback or new information
	
	
	

	15.3 Demonstrate how you have given honest and constructive feedback to other members of staff
	
	
	

	15.4 Demonstrate how you have obtained the commitment of other staff in order to achieve plans of care/support
	
	
	

	15.5 Demonstrate how you have taken action to reduce levels of stress in the team and yourself
	
	
	


	PERSONAL MANAGEMENT

KSF LINK Personal and People Development (Level 3)

Competence:
	Date achieved
	Date achieved
	Mentor’s signature

	16.1 Identify personal strengths and weaknesses, including seeking information and feedback on your performance
	
	
	

	16.2  Identify how you have changed you behaviour as a result of giving feedback/new information to other staff
	
	
	

	16.3 Demonstrate how you have learned from your own mistakes and those of others, transferring this learning from one situation to another
	
	
	

	16.4 Demonstrate how you have taken responsibility for meeting own learning and development needs in line with PREP requirements
	
	
	

	16.5 Demonstrate how you have developed yourself to meet the demands of different and changing situations
	
	
	

	16.6 Demonstrate how you have taken personal responsibility for making things happen, showing concern for excellence
	
	
	

	16.7 Demonstrate how you have evaluated outcomes of development through reflection and Continuous Professional Development
	
	
	


	PROTECTION OF HEALTH AND WELL BEING
KSF Link HWB 3 Protection of health and well being (Level 2).
Competence:
	Date achieved
	Date achieved
	Mentor’s signature

	17.1  Demonstrate knowledge and understanding of how you contribute to the POVA process.
	
	
	


JOINT


Discussion with Nurse Manager about the Organisation’s Requirements and the Individual’s Expectations





INDIVIDUAL





NURSE MANAGER





Jointly Identify Suitable


Mentor with Manager





Agree





Pre-arrange Regular 1:1


Meetings with Mentor





Facilitate Time





Gather Evidence for


Workbook





Hold Formative Reviews


of Progress to Endorse


Achievement





“Sign off”


Sections as Achieved





Hold Summative


Review and sign off Section Documentation








Completion of


Workbook





Submit the workbook  at month 4 and on completion for verification 





Once verified that the process has met all requirements – certificate of competence will be completed.





Mentor to attend


 1 day workshop





Mentoree to attend briefing
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