TASK 1 – PERSONAL ACTION PLAN 

Job Role: Healthcare Assistant (HCA) – NHS Setting

Introduction

A Healthcare Assistant (HCA) plays a crucial role within the NHS, providing frontline support to nurses and delivering compassionate, person-centred care. To prepare for applying to this role, it is essential to understand the key skills required, evaluate my current abilities, identify areas for development, and plan how to improve them. This personal action plan outlines the skills I have that match the requirements of the role, the skill gaps I need to address, and how I intend to prepare further. It also includes three potential interview questions with suitable professional responses.

1. Key Skills Required for the Job and How I Meet Them

1.1 Communication Skills

Communication, whether verbal or non-verbal, is one of the core skills required to be an HCA: speaking with patients, relatives, nurses, doctors, and other professionals; listening carefully to patients' needs; reporting concerns accurately; and maintaining calm communications in stressful situations.
 
How I meet this skill:
 
I have developed an articulate and sensitive way of communicating with individuals from diverse backgrounds through previous experience in volunteering and working. I am confident in varying my style of communication according to situations-for example, simple, calm language when someone is anxious, or active listening if a person needs reassurance. I comprehend that communication in the care environment involves not only speaking but also body language, eye contact, and tone of voice.


1.2 Empathy, Compassion and Person-Centred Care

HCAs must show empathy and compassion at all times, in particular during the support of vulnerable or distressed individuals.
 
How I meet this skill:
 
I naturally adopt a caring, patient, and supportive attitude. I understand well that the patients need to be treated with dignity, their choices respected, and be shown kindness. My experience in caring for elderly relatives has taught me the value of patience, emotional support, and maintaining someone's independence wherever possible.


1.3 Teamwork and Collaboration

HCAs work closely in multidisciplinary teams, ensuring that all professionals contribute to safe, coordinated care.
 
How I meet this skill:
 
I have been involved in group projects throughout my education that require shared responsibility, communication, and cooperation. I am reliable, flexible, and able to adapt when priorities change. I also understand the importance of following instructions from registered nurses while taking responsibility for my own tasks.

1.4 Professionalism, Confidentiality and Safeguarding

Safeguarding, infection control, and confidentiality are key knowledge components of safe care.
 
How I meet this skill:
 
I have introductory training on safeguarding, infection prevention, equality and diversity, and confidentiality. I am aware of the need for maintaining professional boundaries, protection of information about patients, and the prompt reporting of concerns to senior staff.
1.5 Time Management and Organisation

HCAs must work with good prioritization during busy shifts.
 
How I meet this skill:
 
In my academic work, I regularly complete all given assignments on time and make use of organizational tools, such as planners, calendars, and to-do lists. I can work under pressure while remaining calm and focused, which is a substantial requirement in fast-paced healthcare settings.

2. Skill Gaps and How I Intend to Address Them

2.1 Skill Gaps Identified

Despite having many strengths, I recognise several areas that I need to improve before starting an HCA role:
1. Limited practical experience in clinical settings.
2. Limited experience working with patients with complex needs, such as those living with dementia, learning disabilities, or long-term conditions.
3. Limited confidence with NHS organisational systems, including electronic patient records and care plans.

2.2 Personal Development Plan (PDP)
	Development Area
	Action Steps
	Resources Needed
	Timescale
	Success Indicator

	Gain practical experience
	Apply for part-time carer work or NHS volunteering
	Care agencies, NHS volunteer services
	3–6 months
	50+ hours experience

	Improve understanding of complex needs
	Complete online training and shadow experienced staff
	e-Learning for Health, NHS Learning Hub
	Ongoing
	Confident supporting diverse needs

	Learn NHS systems
	Observe staff during placements and complete NHS online modules
	Staff supervision, NHS digital training
	6 months
	Able to use records with support




This plan will help me progress into the role with more confidence and competence, ensuring I can provide safe, high-quality care.

3. Three Possible Interview Questions and Responses

Question 1: “Why do you want to work as a Healthcare Assistant?”
 
Answer:
 
I would like to work as a HCA because I am passionate about supporting others and making a positive difference in people's lives. I enjoy practical, hands-on work and value the chance to help patients feel comfortable, respected, and cared for. The NHS is an organization that reflects my values, and this motivates me to develop professionally within health and social care.
 
Question 2: “How would you respond if a patient became distressed?”
 
Answer:
 
I would remain calm, speak softly, and give the patient time to express their concerns. I would listen intently, reassure, and ensure that they are safe. If the situation required more support or if there was any risk, I would inform the nurse in charge promptly.
 
Question 3: "Describe a time you worked effectively in a team."
 
Answer:
 
In one college group project, I had to help organize activities, support group members, and ensure effective communication. When one lagged behind, I helped in catching up so that we could successfully complete the project. This experience taught me the importance of teamwork, flexibility, and supporting others-skills that are essential in healthcare.




TASK 2 – ACADEMIC REPORT 
Key Skill: Communication in Health and Social Care

Introduction

Communication is identified as one of the most critical skills in health and social care because it underpins safe practice, effective teamwork, professional relationships, and patient wellbeing. This report discusses the importance of communication in health and social care, covers some of the theories associated with communication, identifies typical barriers to communication, and describes the consequences of poor communication.

Importance of Communication

Person-centred care relies on communication. Health and social care professionals need to communicate clearly with their patients to understand their needs, explain procedures, and offer emotional support. Many people in care settings may feel vulnerable, afraid, or confused. Good communication can help alleviate anxiety, reassure individuals, and promote their involvement in decisions about their own care.
 
Communication also plays an important role within the multidisciplinary team: nurses, doctors, physiotherapists, and HCAs need to share information accurately to provide continuity of care. This may take the form of verbal handovers, written notes, and digital records. Poor communication often leads to confusion, duplication of tasks, or patients being harmed; good communication is thus crucial for patient safety.

Communication Theories

One model of communication very commonly used within health and social care is Argyle's Communication Cycle. Argyle views communication as an ongoing process that involves sending, receiving, and response to a message. This theory emphasizes feedback: for instance, while giving instructions to a patient, a healthcare worker should ensure the understanding of that patient either through body expressions or asking questions.
 
Communication is also linked with Tuckman's Stages of Group Development-forming, storming, norming, and performing. Effective teamwork requires clear communication to develop trust, to work through conflict, and to deliver shared objectives. When the communication is effective, the teams perform well and the care becomes consistent.
 
Another helpful theory is SOLER, which is an active listening approach. Workers are encouraged to sit squarely, have an open posture, lean forward a bit, maintain eye contact, and relax. Using SOLER helps staff show empathy and maintains a good relationship with patients.

Barriers to Communication

Various barriers exist that may influence the communication process in health and social care, which include:
 
Language differences
 
Sensory impairments (hearing or vision loss)
 
Cognitive impairments (dementia or learning disabilities)
 
Emotional Distress
 
Environmental distractions, like noise or lack of privacy
 
The barriers can be overcome by the use of simple language by staff, communication aids, interpreters, visual tools, and quiet spaces. Workers should also be patient and give extra time while always checking understanding.

Consequences of Poor Communication
Poor communication might lead to serious consequences, which include:
 
misunderstandings among staff
 
medication errors
 
missed symptoms or concerns
 
reduced patient dignity
 
poor patient satisfaction
 
safeguarding risks
 
When communication goes wrong, patient safety is put at risk. For instance, improper transfer information may lead to the wrong treatment. Moreover, sometimes when patients do not feel heard, there is a decline in their emotional well-being.


Conclusion

Communication is a basic common skill in health and social care. Communication underpins patient safety, teamwork, emotional well-being, and dignity. Understanding communication theories and recognizing potential barriers enables professionals to adapt their approach and deliver compassionate person-centred care. For this reason, effective communication is paramount for any individual wanting to become a Healthcare Assistant.

TASK 3 – ERA REFLECTIVE MODEL 

Critical Reflection on LCHS4009 Component 1 Presentation

Experience

I was supposed to present on any chosen health and social care topic for LCHS4009 Component 1. This involved researching the presentation, creating slides, and practicing the delivery. On the actual day of the presentation, I felt nervous and motivated at the same time. I tried to enunciate properly, and my tone was professional. While I covered my main points, I noticed that my speech seemed a bit fast, and that I depended too much on the slides. My lecturer gave verbal feedback right after the presentation, helping me understand both my strengths and the areas where I needed improvement.

Reflection

Emotionally, I felt anxious before and during the presentation. My hands slightly trembled; I had difficulty establishing eye contact at the beginning. However, in the process of speaking, my confidence gradually grew. I was satisfied with my preparation of the content, such as academic references and real examples. My lecturer also mentioned that my presentation was well organized and reflected a good understanding of the topic.
 
Yet, some weaknesses were realized. My lecturer highlighted that my speed was too fast in some sections; this would make the audience hardly assimilate the information being presented. Secondly, I read from my slides too much instead of talking directly to the audience. This made my delivery less confident, as it would also limit the engagement with the listeners.
 
Looking back, I realized anxiety played a greater role in my performance than I had anticipated. While academically I was well prepared, I did not rehearse enough to feel full confidence. I also realized that presenting is not just about the information shared; it is about body language, tone, pace, and eye contact. The feedback given to me assisted me in understanding how the development of these skills will aid me in the future, both academically and professionally.


Action

First, to improve my presentation skills, I will do the following:
 
First, I will prepare better for future presentations by practising in front of a mirror, recording myself on video, or presenting to friends or family. This will allow me to watch the recordings and monitor my pace, body language, and confidence.
 
I will make cue cards instead of reading from slides. Cue cards with just key words will help me to speak more naturally and to have better eye contact. This will make my presentations more engaging and professional.
 
Thirdly, I will attend workshops or online tutorials on public speaking and communication. These can provide practical techniques for managing anxiety, improving breathing control, and projecting confidence. I also plan to study examples of strong presenters, paying attention to how they use pauses, vary their tone, and connect with the audience.
 
Fourth, I will seek to get regular feedback from lecturers and peers. It shall enable me to trace my progress and further improvement. I will practice mindfulness and relaxation before presenting. Simple strategies like breathing exercises have been helpful in reducing anxiety while improving focus. This will help me build my confidence and enable me to give clear, engaging, professional presentations. These skills would be beneficial not only for academic success but also in the future career of health and social care, where good communication is needed.
