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Introduction 


By using the knowledge of the skills that I have used and acquired when working with patients who have special needs; in previous work placements and the information from external information resources such as textbooks and online resources, I am able to present why employers expect certain skills to be used in the workplace ;explaining what they are, their purpose for use and how I plan to use those skills in the workplace, I give evidence of their relationship with health care practice, stating my use of the skills and their use in health care.



Confidentiality


Definition


Keeping the patient's written and digital files safe and in a private location (backup location) e.g. an office. This protects the service users’(patients) files and safety and allows them to express their views and opinions without fear of it being publicly spread.
Confidentiality also involves the storing of files on computers with passwords, that have a heavy level of password security, instead of leaving files accessible to anyone who uses the computer. Confidentiality can be legally broken, only if the information can directly harm the service user or the safety of individuals. In the case of a nursing practitioner, breaking confidentiality would be recognised as legally necessary and coincide with The Code (Nursing and Midwifery Council, 2018, p.8):


“5.4 share necessary information with other health and care professionals and agencies only when the interests of patient safety and public protection override the need for confidentiality”.


My use of skill


When using this skill, I would ensure that after patient files have been used, they would be kept in filing cabinets and made secure, and that the keys for the filing cabinet are locked in a secure location when accessing patients’ information, ensuring that it is only accessible to staff who care for the service users. I would also not disclose patient information to anyone except staff that care for the patient, unless the information could endanger the patient.        If the patient has asked me to share information with their parents, partner and anyone outside of my care only then would I be able to share the information, this is supported by midwife and nurse Penelope Garnham:
“In health and social care confidential means we do not share without permission information that must be entrusted to us” (Garnham et al,2013 p. 34).

Why it is used


The use of confidentiality is to ensure that there would be no access to patient's personal data for anyone outside of staff, and if the files of the service users are stolen, misplaced or destroyed (e.g. earthquakes, tsunami, hurricanes, fire. etc.) there would be a way to track those files using surveillance cameras and the signatures of people who last used the files to make a record of this information and protect the service users privacy; providing a quality standard of confidentiality by keeping files secure from others that may abuse the information and knowing who has access to the files as stated :


” Handled in a way that ensures appropriate security, including protection against unlawful or unauthorised processing, access, loss, destruction or damage” (Data Protection ACT ,2018).




Accurate information recording


Definition


Recording accurate information about a specific task, person or thing. Recording patient information with regards to actual events. keeping information factual and truthful with an awareness of evidence. 


My use of skill


When receiving information as an instruction or guide, I would take a mental or physical note, so that I can accurately perform care or record an event or incident, to reduce the likelihood of mistakes made in caring for a patient or in the reporting of an incident. I would also ask questions to clarify an instruction and summarize if necessary, this would correlate with the NMC policy (Nursing and Midwifery Council) “10.2 identify any risks or problems that have arisen, and the steps taken to deal with them”. I would use this in order for colleagues ;who use the records, to have all the information they need when administering care to a patient ,this is because if we falsify records accidentally or intentionally it could endanger the safety of the patients; for instance if carers administer the wrong drugs, food or care, we would be liable for any consequences that occur; therefore, in order to protect a patient's safety carers are required to use accurate information recording.


Why it is used


Within health care this skill is used to keep track of the service users’ needs, concerns and their medications for instance. It also means that carers are able to accurately take a record of information given by other members of staff ,such as a line manager; informing staff about a patient's needs, religious beliefs or diet etc ;this skill would allow carers to follow instructions and apply them to the patient’s care. In conjunction with confidentiality rules (shown above in 10.2), this skill also allows carers to record information that service users have provided, privately in order to allow the needs of the service user to be recorded and assessed.


Teamwork


Definition


Teamwork is the ability to work with others as a team, in order to complete a specific task; in ways that allow us as individuals ,to gain knowledge and experience about the needs and skills of others within a collective group; to understand how the members of the group work and give tasks which allow the members of that team to work together effectively. This correlates to the Nursing and Midwifery Council (p.10,2018) policy which suggests that carers work together with their colleagues as a team to reflect on their collective team efforts.


My use of skill


When in a team I would use the skill teamwork, to coordinate with a group in order to function together to complete a task related to a service user’s care to meet the needs of the individual and evaluate any areas of improvement that can be made in the administration of care.


Why it is used


Within health and social care the skill ‘teamwork’ is used by ,working in partnership with colleagues to complete a task as a group, by choosing the best method(s) of providing and administering care to a service user, when given specific information on the patient's needs, to assess the best method(s) of applying care .This relates to the Nursing and Midwifery Council (p.10,2018) suggesting that carers understand the differences in opinions with colleagues respectfully and consider possible alternative methods that can best treat and benefit the patient. I believe that this allows a team to seek out methods of providing care at a given time, desired by the service user (if possible) by planning as a team to review the needs of the service user, this may also relate to the ability to manage time and planning, because it would look at the needs of the service user and assess areas of urgency, to provide the necessary care needed.


Active listening


Definition

The ability to show that within a conversation or speech, you are listening and able to show that you have understood the message, to reply through: verbal-language and non-verbal language.



My use of skill


When using this skill, I would respond to the speaker by providing a nod, maintaining eye contact and summarising the message back, in order to show the speaker that they are being listened to and are able to communicate their message. The lack of this skill may show the speaker that I am not interested in their message, an example of the lack of this skill would be:


(Garnham et al,2013 p. 70) “Yawning or looking at your notes or watch or looking round when someone is speaking will give the impression that you are bored by what is being said". This could show a negative view towards what is being said and may consequently cause the speaker to feel disrespected.


Why it is used

The use of this skill is that it allows a speaker to express views whilst being treated with respect and acknowledges them as an individual. This skill allows the speaker to feel listen to, able to voice their views as well as monitor the listener’s understanding and reaction.



Time management



Definition


This skill means being able to manage time for a task and possibly multiple tasks correctly, in ways that would mean not giving one task more priority over others, unless they are more important than others to complete the task(s).


My use of skill


I would manage my time by setting targets (Doran) as suggested 's.m.a.r.t’ targets. Doing this would enable me to organise my tasks, in ways that allow me to spend a fair amount of time with each patient ;depending on the needs and urgency of the patient, allocating time for studying the needs of the service users and the quality and administration of care per patient ,in order to complete the tasks set without limiting my quality of care and putting the service user at risk, this would correspond to the nursing policy (nursing and midwifery council) “25.1 putting the needs of those receiving care first as stated in the NMC code”. 


Why it is used


The use of this skill is that it allows carers to create goals, which allows them to complete multiple tasks and responsibilities that they have, regarding patients and care planning. An example of this skill in health care would be in planning an activity :you may be required to work with multiple service users , you would need to take the patients' tasks into account; their individual needs would need to be assessed and you may need to find ways of providing multiple patient with the resources needed to complete the task. This would require the ability to manage your time in the planning of this event and in the catering of the service users' needs by creating goals that are achievable.



Protection of dignity


Definition


This trait (skill) within health and social care, is treating patients fairly with regards to their human rights:

(The Human Rights Act 1998, article 10) “Everyone has the right to freedom of expression”.


This trait considers patient's choices; that affect them, as well as taking into consideration their emotional state by upholding standards of politeness through good manners. (Garnham,et al,2013, p.35) We are told not to perform acts that could breech the service users dignity, but to be aware if we could cause embarrassment and to be diligent in the actions taken when delivering care.


My use of skill


When using this skill, I would ensure that patients are treated fairly by speaking in a polite and calm manner when communicating with them. When administering personal care, I would ensure that they are not unnecessarily exposed, I would do this by closing doors and blinds and if needed, refer them to a carer of a different gender in order to be respectful to the service users and maintain their dignity when providing care.


Why it is used


The use of this skill in health care is that it allows patients to feel recognised as individuals and not discarded from human society , they have an inalienable right, in accordance with (The Human Rights Act 1998,article 10) as it allows an individual to express themselves, this ensures the service users’ physical and emotional safety by empowering them through the acceptance of their expression and right to dignity.



Problem solving
Definition


This skill means being able to find solutions to problems, using knowledge of the situation in order to find or create solutions, that enable those connected to the problem to overcome the issues related to it.(Nursing and Midwifery Council ,2018(16.3)) Asking for help when a problem arises from someone in authority if you are unable to complete the task ;from an experienced guide, when faced with a problem that obstructs professional practice.


My use of skill


Regarding health care; when tackling a problem, I would assess ways that the problems prevent me from providing care. I would seek out different methods to remove the obstruction to care; by re-assessing the problem, through drawing from previous experiences and using researching methods taken to solve the problem; if possible, I would ask for the help of experienced carers that can provide renewed insight into the problem and study the different ways that the problem might be solved.


Why this skill is used 


This skill is used in order for carers to make complicated decisions regarding certain aspects of care, an example of this would be a choking patient, you would need to be able to perform the “Heimlich manoeuvre” (Heimlich,2014) ;in order to make them exhale the food and breath, if you do not know this manoeuvre, you would need to find other ways to assist the patient, you would need to call for help, until someone else could assist. 



Personal Hygiene
Definition 


This is the ability to be clean and to consider practises that prevent the spread of disease. Regarding health care this would mean washing your hands before and after caring for a patient, bathing yourself daily and wearing gloves when necessary, and not cross contaminating surfaces when using gloves in the care of patients by disposing of the gloves after each use.


How I use this skill


When using this skill, I would ensure to wash my hands after caring for a patient, after using the toilet and after using gloves or providing personal care. I would also ensure that my teeth are brushed and I have bathed, in order to prevent the spread of pathogens that could contaminate people and surfaces, I would also cover my mouth when coughing or sneezing and wash my hands, in order to prevent the spread of disease.


Why this skill is used  


This skill is used in order to prevent the spread of diseases and to prevent illnesses among patients and ourselves. This skill allows us to create a clean disease-free environment that enables us to live with limited risk of death from preventable diseases.



Conclusion


In reference to the needs of an employer, these skills mentioned (above) would allow carers to provide effective and professional care, in ways that causes us as carers to create a rapport with colleagues, patients, employers and follow the legislations and guidelines of the health care professional standards. The standards these skills correspond to would enable carers to work with others without a poor quality practice, but instead with the knowledge that their administration of care upholds a standard of professionalism when providing health care which benefits the patient by supporting their needs in a respectful and considerate manner.
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