Unit 637 Develop, maintain and use records and reports

(LM 502)
A/504/2198
UAN:
Level: 4
Credit value: 3
GLH: 23

Relationship to NOS:

This unit is linked to:

CDHSC o041 — Maintain effective communication systems
and practice

SCDHSC 0434 — Lead practice for managing disseminating
records and report

Assessment requirements
specified by a sector or
regulatory body

This unit must be assessed in accordance with Skills for
Care and Development QCF Assessment Principles.

Aim

The purpose of this unit is to develop knowledge,
understanding and skills in developing, maintaining and
using records and reports.

Learning outcome

The learner will:

1. Understand the legal and organisational requirements for recording information and

providing reports.

Assessment criteria

The learner can:

1.1 Specify own responsibilities and those of others when recording information and

producing reports.

1.2 Explain the legal requirements and agreed ways of working for the security and

confidentiality of information.

Range

Others may include:

e Team members and colleagues

e Other professionals

Agreed ways of working — policies and procedures where they exist




Learning outcome The learner will:

2. Be able to prepare professional records and reports that meet legal requirements, and
agreed ways of working.

Assessment criteria

The learner can:
2.1 Support individuals to participate in the preparation of reports.

2.2 Produce accurate and coherent records and reports that can be understood by those who
have a right to see them.

2.3 Maintain accurate, complete, retrievable and up to date records.

2.4 Ensure that records and reports comply with legal and organisational requirements.

2.5 Explain how to balance the tension between confidentiality and openness in records and
reports.

2.6 Use information communication technology (ICT) systems for the collection and storage
of information.

2.7 Use ICT that supports information exchange within and across  disciplines and
organisations.

Range

An individual is someone requiring care or support

Learning outcome The learner will:

3. Beableto use records and reports to inform judgments and decisions.

Assessment criteria

The learner can:

3.1 Clarify the accuracy of records and reports with individuals and others.

3.2 Respond to feedback from those who receive records and reports.

3.3 Demonstrate the use of facts and evidence based opinions within records and reports.

3.4 Evaluate how own records and reports provide evidence for the basis of judgments and
decisions.




