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KNOWLEDGE AND INFORMATION MANAGEMENT SKILLS FOR THE WORKPLACE

INTRODUCTION	
On this report is to evaluate the concept of an importance management of knowledge and explaining the relationship between data, information and knowledge in the organization.  And evaluating the importance of using the tools for the organization. On this this report, Data is consisting of a piece of information and formatted in different way or normally unfiltered information. Information is a piece of data information and knowledge and after that is data information. I include on this report to demonstrate an understanding of important knowledge management in the context of knowledge assets. As well as the Data that are use in the workplace, also on this report and explain the relationship between individual knowledge and organization knowledge and define each of them. And the knowledge sharing in the organization which is as we know we created knowledge and knowledge sharing as an active method of knowing.

KNOWLEDGE AND INFORMATION IN THE ORGANISATION
RAPPORT HOUSING AND CARE HOME.
Rapport Housing and Care Home is a non-profit housing association with over 50 years of experience based in the South East of England.  Rapport Housing and Care home is a registered charity that provide care to older people at a number of locations across the country.  Rapport Care are major provider of residential and supported home across the Southeast in UK and current operates residential homes, supported living homes, extra care housing, nursing home, domically care service and caring companions.  The aim of the company is to meet no matter what context is to experience their friendly, caring, compassionate philosophy which run from the management.  The company size with up to more than 500 employees and still recruiting.  Headquarter is in Rochester, Kent and founded in 1967.  Since started now have 13 homes and still building more homes and the company still growing.
In Rapport Housing and Care Home uses data and knowledge information in order to provide good service quality to the Residents, customers or service users. In Knowledge management in the organization they clearly use the tools and techniques to continue work in the workplace.  Rapport collect data to every customer, employee of the organization.  And the knowledge that need to have in Care homes.  Data, Information, and knowledge are use in the workplace and relevant theories.
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TASK 1 a.
THE RELATIONSHIP BETWEEN DATA, INFORMATION AND KNOWLEDGE INFORMATION.
The relationship between data information and knowledge.  A basic understanding of Data, information and knowledge helps in understanding in knowledge management systems.  These are simple examples to explain:
DATA is a formed of the basic, not processed, and generally not filtered information.  Data are recorded (stored and captured) signals and symbols readings.  The main purpose of data is to record circumstances or events, to attempt and catch the true picture or actual real event.  Information is much more refined data that has evolved to the point.  It is data put in context, linked to other piece of data.  Information about significance and if form of knowledge basis. It is a message that contains relevant implication, meaning or input for decision or action.  Information comes from both communication and sources.  It is a mixture of organized values, information, experience and insight offering a framework to calculate new information and expertise.  (Liew, 2007).
DATA is a consist of piece information and normally formatted in different way or it is the basic unclear and normally unfiltered information.  Data are information of individual units. A piece of information describes a single quality or quantity of some item or fact. In critical processes, data are represented by variables. Although the terms "data", "information" and "knowledge" are often used to exchange each of these words has a different meaning.  (Beal, 2020)
How Data is restored.  Computers represent data including image, sounds, video, text as binary using patters of just to numbers.  The units of data measurement continue to grow as the amount of data grows and collected data.  DATA is known as a collection of discreet object, object or facts out of context.  Data has no reference to time and space.  By collecting of some process or some object collection are known Data. Also known as unrefined or not process information. In Excel spreadsheet each cell we store data, and this does not give any information, only on its own.  In the company spreadsheet if sells figure is store, it calls data.  You have to categorise the data to get the meaning of full output.  Examples of data:  Date of Birth, Address, National Insurance, and more.





						2

Examples of Data modelling techniques.  See image below.
[image: Image result for modeling techniques]
INFORMATION- The process data is known information.  From a collection of data, we can derive meaningful information (conclusion). If we can get out anything from data, there is no information. The information we can get in a cells data is on observation or by statistical tools in the north region sells are better than southern region.  Examples of information are- Bank Statement, Balance statement, bus timetable and etc.

KNOWLEDGE
After Data and Information Knowledge in the next stage is evolution.  When we apply our experience, influence or verdict to the information we get knowledge.  Knowledge is learning outcome.  Knowledge is the group of data, information and experience.  Two type of Knowledge, it is Tacit Knowledge and Explicit Knowledge.  Organization learning depends on creation of knowledge creation process.
EXAMPLES OF DATA, INFORMATION AND KNOWLEDGE. 
Blood pressure of patient is known DATA. By checking the patients’ blood pressure if we say the patients is having low or high blood pressure is information.  Note that when we are able to get conclusion or conclude from the blood pressure readings is called INFORMATION.  Because his level of stress and personal problems the patient is having a high blood pressure.  Based on Doctors learning experience called KNOWLEDGE, he gives the conclusion and reasons of patients’ blood pressure.
Knowledge, Data and Information are key words and also important concepts in knowledge management, academic capital, and administrative understanding.  (Liew, 2007)


						3
DATA THAT ARE USE IN THE ORGANISATION (RAPPORT HOUSING AND CARE HOME)
Examples of Data that are use in the Rapport Housing and Care Home.   E-mail.  The Data are stored to the computers, including videos, images, sounds and text.  Data consist of customers information, Date of birth, National Insurance number, female, or male, address, and more information and data for the company. Data in the workplace use to store the resident’s history records about their health. Rapport Care home collect data on their residents. They have to report notification of any serious harm, abuse and deaths to the (CQC)Care Quality Commission. Data provide better care to the Residents in the Care Home.  Each resident has distinctive way, with employee or staff through Data is big help to understand of every resident in the Home.  By using Data, it is efficient for staff working in a facility.  By using this data, according to Chen (2018), It is a big contribution of help to monitor the resident’s health status and determine of the resident’s special needs. 

KNOWLEDGE INFORMATION – 
Knowledge information is a human experience and insight that applied to data and information it is a mixture of organized values, experience, information and insight offering a framework to evaluate new information and experiences.  Knowledge is giving our lives a good purpose.  Purpose of knowledge is to improve or create value for all stakeholders in the company in term in business.  In other words, the purpose of knowledge is creating value in business.  (Liew, 2007).
In human mind meaning of knowledge which is awareness and information is exist.  And this are some examples of Knowledge.: - Information, Data, Tacit Knowledge, Experimental Knowledge,  Lessons Learned, situational awareness, Language, situational knowledge. Many experts define knowledge as understanding the basic truth, fact and information.  Through education we gain and learn knowledge. Wisdom on the other hand, it is a practical knowledge, people learn from everyday experiences. Throughout your life, you use your knowledge and ability to make good decision is called knowledge of wisdom. I will pick few examples that I can define, and the Knowledge that need or use in the workplace of the Rapport Organization.  (Spacey, 2019) 
EXAMPLES OF KNOWLEDGE INFORMATION
· Tacit Knowledge- The abilities that can only learned with experience and modification of skill and abilities, such as controlling or conducting a large ship through a small crowded canal. By just reading the book is not good enough, it requires some skills and ability to learn and to experienced, is called Tacit Knowledge.  Tacit Knowledge required knowledge of experience and also reading the book.  
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· Experimental Knowledge- This knowledge earned through experience knowledge such as a software architect, that structure of flat data are less complicated that categorized constructions.  

KNOWLEDGE OF THE ORGANIZATION.
In Rapport Housing Care, Knowledge is very important in the organisation, and knowledge  is experience or understanding of someone or something such as images, data or evidence or facts or skills which compelled through experience or education by perceiving, learning or discovering.  Knowledge in the workplace have many difference kinds, Knowledge of using data, and information.  One of the Knowledge in the organization is Tacet Knowledge,  In Rapport Housing Care, example the knowledge that are use of the carers, carer are one of most important people or employee of the organization, without good carers the organization will not be able to provide care and services to the residents.  The Knowledge that carers need, they got to have to do some training and experience how to carry and deliver the work and services for the safety of the residents although this required empathy itself. One of this Knowledge have in workplace is Situational awareness, this kind of knowledge of fast-moving situations, such as the carer has to make quick decision and awareness when the situation or accident is about to happened with the residents.  In the Home every day is different, it can be challenging dealing with the elderly, from residents have an accident of falling over, violent and fragile. On this situation carers have to act quickly and decide what to do for the resident’s safety.  On the other hand, not just the knowledge about caring, there are many different kinds of knowledge that have in the workplace, like in Management, Medication.  In Rapport Home, knowledge in Medication is very important, giving the correct dosage, correct medication, time and person is very important for the residents, this required education, practice and training. 
In Rapport Home they want to develop an understanding of how to apply best practice and share knowledge in residential care situations with the purpose of improving the president’s health and social care settings.

HOW KNOWLEDGE INFORMATION EVOLVE?
Knowledge information has been recognised as an important asset.  Knowledge retention involves gaining knowledge in the organization so that It can be use later. Most often, one hears of knowledge retention in the context of losing key employees and using techniques such as exit interviews to try to capture their knowledge. Organization should work and start well before a key employee is about to depart knowledge retention would be integrated.  A knowledge retention strategy as part of knowledge management should identify the knowledge assets that are peril and must 
					5
be kept and implement specific plans to keep these resources in the firm. This are the evolution of knowledge management clearly specify the tools and techniques use in the Organizations/ Rapport Housing and Care.:
· Data base
· Hard copies
· Manual Training
· E-Learning
· Collaboration
Examples of tools & techniques which can be used specifically for knowledge retention include 
· Key knowledge should encourage sharing and implementing rewards structure.
· Cross-functional project teams and project must use.
· Storytelling 
· After-action reviews.
· Job shadowing and program mentoring,
· Exit interviews and interviews
· Manual process/ company procedure
· Job rotation
· knowledge capture

 EVIDENCE OF KNOWLEDGE INFORMATION 
In order to achieve a qualification, a learner has to demonstrate that they have attained certain skills and knowledge.  There are two types of evidence of learning outcomes which is performance evidence and knowledge evidence.

KNOWLEDGE THAT APPLIED IN THE RAPPORT HOUSING AND CARE. 
In Rapport Housing Care group, they make sure that the staff have the knowledge, skills and experience to deliver effective support and care to the residents and customer. The staff must update their qualifications, knowledge, skills and experience for the line of best practice in Care. And the staff have regular support, induction, supervision, training and appraisal effectively. Staff are supported to keep their professional practice and knowledge update. Supportive, encouraging and patient.  Understanding, sensitive, responsible/respectful/dependable. Professionalism, Good interpersonal skills communication skills, flexible approach, genuine concern for the welfare of other. (Hamilton, 2020)
					6

TASK 1-B 
THE RELATIONSHIP BETWEEN INDIVIDUAL KNOWLEDGE AND ORGANIZATION KNOWLEDGE.
In the present of modern society, source of a key on this modern society is Knowledge. In managing knowledge and developing the organizations face various challenge and dispute. Unlike production activities, knowledge actions are difficult to monitor and control, because only a part of knowledge is inhibited by the organization, and the other part is adopted by the individuals.  This duality between individual knowledge and organizational knowledge demands different sets management strategies in Knowledge management.  (Bhatt, 2002)

INDIVIDUAL KNOWLEDGE.
Individual knowledge is an information believe by an individual as just justified truth and stored in memory.  This is called learning in a cognitive structure through cognitive process. 
EXAMPLES OF PERSONAL or INDIVIDUAL KNOWLEDGE
· Knowledge I gain through practice and habituation, such as the ability of playing piano, dance, driving car and etc.
· Knowledge of my own autobiography through my memory
· Knowledge of my emotions and feelings.


ORGANIZATIONAL KNOWLEDGE
All knowledge contained with an organization that can provide business value.  It may be gain product knowledge, property intellectual, success, lessons or failure or customer communication.  Peoples knowledge can be preserved, transmitted and learned. Knowledge is the key responsibility to manage Human Resources (HR).
TYPES OF KNOWLEDGE: - Can be divided into 3 main types:
· Tacit Knowledge- is a sense learned from practical know-how, which is hard to coherent, such as how fix the television.  This dominion of subject experts, held by employer’s mind, and transmitting through training, practice and mentoring.
· Explicit Knowledge is documented and undeniable, like policies and procedure, functionality of product and services, research, content and task of step-by-step 
· Implicit Knowledge- or embedded knowledge, it is intuitive and embedded experience.  Such as the senior employees experience, experts is the subject matter, it’s the professional relationships nature.  Social relationship transmits. (Hajric, 2019)
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TASK 1-C
 Analysis and Modelling Techniques to Identify Knowledge 
· Identify
· Analyse
· Select
· Implement Action
· Review 

[image: C:\Users\Merlina\AppData\Local\Microsoft\Windows\INetCache\Content.MSO\D01E2A79.tmp]

We identify our knowledge asset in three phases.
1. Evaluating the previous year. In the first stage we look through the eyes of the board to see the targets set for the various areas of knowledge in earlier years.  In particular compare the target achieve.
2. Settings objectives for the following year.  Once it is ready, outline what it needs to accomplish in the upcoming year. In the time being, we don’t forget our standard or goal for a long term.  In each goal, our knowledge is evaluated by breaking down different areas and technologies with In regard to competitive competitors knowledge in each goal is evaluated by breaking down in different areas and technologies. 
3. Once knowledge asset has been evaluated and identified by comparing the result of two focus group. (Steber, 2016)

Mapping knowledge assets.  A process to determine where to knowledge assets are in an organisation, and how knowledge’s movements work in the company.  Evaluating relationships between contain of knowledge will then demonstrate the foundations, flows, restrictions knowledge losses is expected to occur.
Mapped is concept, skills, people, ideas, asset, explicit and tacit knowledge in order to identify assets, flows, solutions and gaps.
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TASK 1 D.
Actual and Potential Knowledge Assets in Rapport Housing healthcare.
In Rapport Housing and Care this are the actual and potential assets that have:- One of them is experience, often workers come from distinct backgrounds and bring varied experience in life to their work, indicating they can connect to clients or residents efficiently.  Such experience in this field of life, by getting through some trials, it will add enormously in relationship in worker and client. And in Communication, carers regularly meet of individuals from different backgrounds with different and varied health problems, which unable for the residents to communicate properly.  Carers must cooperate and communicate clearly to the residents or clients who may have individual specific needs in caring.  To make sure other co-workers and clients have a good communication in order to deliver a good quality service of care.  And one last example of knowledge assets is Desire to learn. In Care work there is no formal qualifications need by it required to take, training and must be completed for the usefulness to work safely to residents.  Even after the induction, education more training is offered. Learning experience and by living everyday life it can improve people’s skills and knowledge. In Rapport Housing and Care one of the Actual assets is Dedication, along with passion, dedication to the profession is paramount. Many of the care worker view their work as more calling than a job. They are people that family member and friends look to in time of need.  Many care workers identifying themselves they put other first before themselves, despite there is such pressure of work. (Key, 2020)

ASSET is an economic resource that can be own and expected to provide future benefits of economic.
ACTUAL ASSET.  Asset a useful or valuable quality, person or skill.  
· Examples of actual asset are:  As a singer, his actual asset is his good voice.  Or her experience and knowledge would be priceless of the team.
POTENTIAL ASSET is something that might be owned by a company in the future, as it not yet realized or not accounted in balance sheet. 

TASK 2 a.
CREATE, STORE APPLY AND INTEGRATE KNOWLEDGE.
 Knowledge is created through practice, collaboration, education and collaboration, and its converted and shared in different type of knowledge. In creation of knowledge it is supported by appropriate data and information which can improve decision making and provide establishing in the knowledge creation.
Knowledge Creation is the capability to create new information is often at the middle of the advantage of competitive organizations. Knowledge creation is about 
						9
ongoing combination moves and discussion of different types of knowledge.  It is an interaction, practice and learning. The purpose of practicing in learning in organization is to create new understanding and information for benefit of competition for people. (Cavaler, 2018).  Knowledge management is possible to capture, store, utilise and share the knowledge and experience in an organization.  Learn about many different types of knowledge and how knowledge management is applied. A knowledge foundation involves of an online library packed with tutorial, guides, and answers to ordinary customer queries about business products or services. It’s a self-service entry which can be easily retrieved and access by customers and employees.

TASK 2.b
CONSIDER THE IMPORTANCE OF INTELLECTUAL PROPERTY RIGHTS.
Intellectual property rights refer to the general terms for the trademark, patents and copyrights. Intellectual property rights that are given to a person over the creations of their minds. It’s a special right over the use of the creation of people. This property rights allow the owner to use a control on the use of element as monopoly.  Monopoly is approved by restricting duplication, copying and limitation.  Ownership of designs and concept, including inventions is protect by patents, artwork and knowledge literacy is protected by copyright, and for goods and companies and other component of manufacturing industrial property is protected by trademarks.  (Quinn, 2018)

TASK 3a
THE CONTRIBUTION OF KNOWLEDGE ASSETS ON AN ORGANIZATION.
AND EXAMPLES.
Strength and asset-based approaches in social care focus on what individuals and communities have a how they can work together. Rather than on what individuals.  This are the asset that organization provide in particular in Asset and in Strength in community: - this are people, spaces, networks, knowledge and services.  This guide has an asset-based variety of quality standards and suggestion guidelines.

TASK 3b
THE KNOWLEDGE REQUIREMENT FOR THE ORGANIZATION.
In Rapport House and Care, There are various of knowledge that requires as the workplace is quite big and employed amount of people, this include from the Management department, administration department, Senior Staff, and other employees that work in the workplace  and there different as a Care worker, they are working with a mix of people, vulnerable adults and elderly individuals to 
						10
provide assistance and support within their daily activities and lives.  I point out on this on the carers department side, beside there are other different kinds of knowledge that required in the organization. This include from the Management, administration, Senior Staff, and other employees that work in the workplace. Carers are responsible for delivering the best care possible to those who may need a variety of levels of support and assistance in their daily activities.  These are some keys of knowledge requirements in the workplace: -
· A positive, attitude and enthusiastic.
· Have passion to work in Caring Industry.  Ready to help people in their daily lives and activities in any age, background or challenges and issue they may have.
· Ability to approach in a delicate situation within approach and confidence.
· Respect for customers place, ways of their conditions and living.
· Ability to use own plan and initiative and good teamwork.
· Excellent insight in cleanliness, health and safety.
· As part of a training, they should be able to stay calm under pressure.  (Hannah, 2016)

TASK 3c
KNOWLEDGE SHARING.

If we create knowledge and knowledge sharing as active method of knowing, the main role of face-to-face conversation for knowledge sharing becomes obvious.  Conversations are not limited to a simply preservative back and forth trade of data or knowledge. 
The Study of knowledge-rigorous discussions can provide important understanding to the studies on knowledge sharing even from the point of view of knowledge as an object.  Having reasoned for the importance of conversation in the process of knowledge sharing, discussion also have characteristics that create numerous tasks for the development of knowledge sharing.
In the Organization in Rapport Care Home, the healthcare in the future in increasing expensive and the ability to access and interpret and understand that the individual level will be a key to decide in the future success of our healthcare system.  Health Education in England operates on establishing a flexible NHS personnel, open to expansion and renovation.  It is all through education and sharing knowledge, research, evidence and best in understanding care and care, experience and impacts. To reach this individual intention, support must be widened as well as heighten their understanding. 


						11
The National Health Service, Health Education England is pleased to have initiated the concept to this development structure. Our framework has been delivered to: 
· Articulate and remarkable vision over the productions and talent of healthcare documents and expert staff will help to improve care of patients and wellbeing, impact and understanding across described outcome, and the delivered of transformation.

· Invite Stakeholders to work with us to change and improve healthcare library and recognize services, use modern equipment, and support service improvement and re-design, thus expanding their achievement and increasing cost for money.

· Run the change of responsibilities for healthcare collection work, to improve productivity and enable the adopt the new service models. 


RECOMMENDED IMPROVEMENT TO THE CURRENT FRAMEWORK
This are the framework in the Rapport Housing and Care that need to improve for delivering good service and good outcome in the organization.
· Need to update training this include seminars and classes over 6-9 months.
· Supplies, tools, videos backing, and methods included.
· Focus on Job, Simple plan
· Reasonable training programme at least under one thousand pounds cost.
· Quality acknowledgment, progress to recognition with the well-documented GSF quality hallmark 
· Focus outcome, evidence of impact, audits, systematic care, all useful for CQC
· Digital ready, helps for better IT record sharing for integrated care. (Sam, 2015)

TASK 4  
RELEVANT THEORIES
DIFFERENT DECISION TYPES
1. Structured decisions:  Situations where the rules and regulations and restrictions controlling the decision are understood.
2. Unconstructed decisions: Complicated situations, where the rules regulating the decision are complex or unfamiliar.
3. Cognitive style:  This explains the way in which manager understands data and makes conclusions. 
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INFORMATION AND COMMUNICATION TECHNOLOGIES (ICT)
ICT allows trading with big data, linking easily, cooperate and collaboration at low transactions cost and gives out about worldwide information clarity. Therefore, with ideal information we can go to one step closer to agree the competition.  This result in rapid market fluctuations and better invention level that is shown in price reduction, shorter produce lifecycle, personalization of customer needs and the danger of new business regions.

CONCLUSIONS

In my conclusions Knowledge management is very important in the organization.  The relationship between data, information and knowledge is an important asset in the workplace, in terms of managing knowledge information in the workplace, Data Information and Knowledge has play an interesting role in developing Organizations. Knowledge management is one of the important in running the Organization, it is distributing, storing, capturing and applying information and knowledge in workplace.  And the type of knowledge of data, information, and knowledge requires to generates, incorporate as well as the need to develop for the organizational success. Data is a formed of basic, unfiltered information while information is a process from data.  Knowledge information is a human experience and insight that applied to data.  Information is a mixture of organise values and experience according to Liew, (2007).  How Knowledge information evolve as we know it has been recognised as an important asset.  In terms of Organization knowledge, all knowledge contained with an organization that can provide business.  On this report the recommended improvement to the current framework in the workplace which as I understand that the current framework is need to improve the care settings in Rapport Housing and Care. Update, and train more staff, and update all the equipment that are use in the care setting and improve the delivery of care and services for the safety of the residents in the Care home.
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