	LEVEL 4 ASSESSMENT SPECIFICATION 


 
	Student name:
	 Thasmiya Tariq 
	Student ID number:
	 2521422

	Programme:
	Certificate of Higher Education Skills for the Workplace (Health & Social Care)

	Module:
	Digital Skills and Research Methods

	Module code:
	LCHS4007
	Contribution to Overall Module Assessment (%):
	50%

	Lecturer:
	Hajra Mustasim (Module Lead)
	Internal Verifier:
	Dr Besty Jose

	Assignment Title:
	Group Presentation
	Word count (or equivalent):
	5 minutes of oral presentation 

	Submission deadline:
	Slides submitted to Turnitin by Monday, 20th July 2026, 2 pm. 
Presentation dates: You need to attend on-campus week beginning 20th July 2026. The exact date will be confirmed by the Assessment team 
 
	Return date of provisional marks & written feedback:
	 
28th August 2026
 

	Submission method:
	All written assessments, where practical and possible, must be submitted via Turnitin unless otherwise instructed by the Lecturer. (Please DO NOT put this assessment specification into Turnitin or it will match many similarities with other students’ submissions.)
Alternative submission method (if applicable): 
Late submission of the assessment will result in a late penalty mark:
Work which is submitted up to 1 week late will be capped at 40% for the first attempt and will be awarded a mark of 0% for re-assessment. Late submission penalties may be lifted only if there is an approved extenuating circumstances claim. 
Work submitted more than 1 week late will be considered as a non-submission and will not be marked. The work may be considered as a submission for reassessment if offered by an Examining Board or if there is an approved extenuating circumstances claim.  

	Academic honesty / referencing:
	Academic honesty is required. In the main body of your submission you must give credit to authors on whose research and ideas your work is based. Append to your submission a reference list that indicates the books, articles, etc. that you have used, cited or quoted in order to complete this assessment.  


 
 
 
 
	Module Learning Outcomes 
(from module syllabus)

	 
  Upon the successful completion of this module, the student will be able to:
1. Evaluate the appropriate use of contemporary techniques to improve workplace efficiency    
and employability.
2.​Identify and effectively evaluate a range of information sources.
3.​Show competence in workplace data handling.
 


 
 
 
	TASK DESCRIPTION


 
Assessment Component 1: Group Presentation (5 minutes per member)
	Case Study: Mayfair Home Care Agency
Mayfair Home Care Agency provides person-centred support for older adults who live independently in the community. Staff include care coordinators, visiting carers, nurses, and administrative personnel. The agency has recently adopted Microsoft 365 to enhance communication, scheduling, and documentation, but many employees are still developing confidence in using its full range of tools and are struggling to adapt to the change. The management team wants to explore how digital technology can improve efficiency, data safety, and staff collaboration across the organisation.

Task 1: Microsoft 365 productivity application
[bookmark: _Int_B6nXOqWj]
Within Microsoft 365, Microsoft Excel is a spreadsheet program that helps businesses efficiently arrange, compute, analyse, and show data. Excel is used by Mayfair Home Care Agency to track medicine administration, keep track of client visits, manage staff rotas, keep an eye on employee training, and compute the working hours of carers. Excel enhances efficiency and facilitates the provision of person-centred care by automating repetitive administrative chores and keeping data in an organised fashion (Microsoft, 2024).

Before implementing Microsoft 365, Mayfair Home Care Agency employees might have used different spreadsheets kept on separate computers, printed rotas, handwritten medication diaries, or paper-based records. Care coordinators frequently had to prepare several copies of rotas, manually amend staff schedules, and call carers to inform them of changes. These techniques required a lot of time, raised the possibility of mistakes, and made it challenging for employees who worked in different places to get the most recent information.

Paper records of medication administration may potentially be lost, destroyed, or challenging to read. Inaccurate documentation, redundant work, and communication delays were therefore more likely to occur, which could have an impact on the standard and security of care given (National Cyber Security Centre [NCSC], 2023).

By enabling care coordinators to generate digital staff schedules and medication diaries that can be securely shared and updated rapidly, Microsoft Excel increases productivity. Carers' working hours are automatically calculated using formulas, which minimises manual calculations and increases payroll accuracy. Managers can quickly identify and address problems by using conditional formatting to indicate missed appointments, past-due medication, or scheduling conflicts.

Additionally, Excel has sorting and filtering capabilities that make it easy for employees to locate customer information. Coordinators can arrange tasks and adapt to changes by, for instance, filtering records by client name, postcode, or designated carer. Spreadsheets can be safely stored in the cloud using OneDrive or SharePoint as Excel is a component of Microsoft 365. The ability for authorised personnel to view the same document from several locations guarantees that office workers, nurses, and carers always use the most recent version. Additionally, version history and automatic storage lessen the possibility of losing crucial data (Microsoft, 2024).

For Mayfair Home Care Agency, Microsoft Excel offers a number of advantages:

* Increases productivity by automating computations and cutting down on paperwork.
* Reduces the amount of time needed to manage client visits, record medicines, and create staff rotas.
* Uses conditional formatting, data checking, and formulas to reduce errors.
* Through Microsoft 365, approved employees may work together in real time on shared spreadsheets.
* Creates reports and charts to assist managers in keeping an eye on service performance, workloads, and staffing levels.
* Offers automatic backup and storage capabilities for safely storing files in the cloud.
* Organises vast amounts of data into insightful reports to facilitate well-informed decision-making (Microsoft, 2024).


Excel has certain drawbacks despite being a useful tool for productivity. Since many Mayfair Home Care Agency staff members are still learning how to use Microsoft 365, they might need more training before they can use advanced Excel functions efficiently. faulty schedules or reports could result from staff members entering faulty data or unintentionally deleting calculations if they lack the necessary skills. Additionally, compared to specialised care management systems, Excel is less appropriate for handling extremely large or complicated databases. Additionally, in order to use cloud-based spreadsheets, carers who operate remotely require a dependable internet connection. Updates to client records may be delayed by poor connectivity.

Lastly, in order to comply with the UK General Data Protection Regulation (UK GDPR) and safeguard client confidentiality, the agency must implement strong passwords, Multi-Factor Authentication (MFA), access permissions, and secure data handling procedures because Excel may contain sensitive personal information (NCSC, 2023; Information Commissioner's Office [ICO], 2024). At Mayfair Home Care Agency, Microsoft Excel is a productive tool that may greatly increase productivity. Excel improves communication with Microsoft 365 and simplifies staff scheduling, medication tracking, and record keeping when compared to isolated spreadsheets and paper-based methods. Excel lessens administrative burden, increases accuracy, and promotes safe, effective, and person-centred care—all while requiring staff training and strong data security measures.
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Task 2: Microsoft 365 communication or collaboration tool

Employees at Mayfair Home Care Agency can stay in touch even when they are working remotely thanks to Microsoft Teams, a communication and collaboration tool included in Microsoft 365. Teams allows everyone to communicate swiftly and securely without having to travel or rely only on phone calls and emails because visiting carers spend the majority of their time helping clients in the community while care coordinators, nurses, and administrative staff work from the main office (Microsoft, 2024).

Instant chatting is one of Microsoft Teams' key features. If visiting carers are delayed due to traffic or an emergency, require guidance, or need to report changes in a client's condition, they can SMS care coordinators. When schedules need to be updated, coordinators may react quickly and notify other staff members. This enhances communication and helps guarantee that patients continue to receive prompt, safe care.

When critical choices need to be taken, Teams' **voice and video calls** feature enables carers to communicate directly with nurses or management. For instance, a carer can make a video call to talk to a nurse about a client's illness and get advice before acting. This enables employees to stay in the client's house and make well-informed judgements.

Secure document sharing is another crucial aspect. Microsoft Teams uses Microsoft 365 to store and distribute policies, training materials, staff rotations, and care plans. The risk of using out-of-date information is decreased and teamwork is enhanced when employees with the proper rights may access the most recent version of documents from any approved device.

Additionally, Teams facilitates **virtual meetings and online training** so that employees who work remotely can attend meetings without going back to the office. This guarantees that everyone receives critical updates and required training, reduces travel time, and enhances worker collaboration.

All things considered, Microsoft Teams enhances communication between people in different places by offering online meetings, secure file sharing, audio and video chats, and instant messaging. These capabilities enable Mayfair Home Care Agency to provide safe, person-centred care, enhance teamwork, and react to customers' needs faster (Microsoft, 2024).

.

Task 3: Digital safety action plan for Mayfair

Mayfair Home Care Agency's Digital Safety Action Plan Goals
This digital safety action plan's objectives are to enhance data security, safeguard private client data, and guarantee that every employee uses Microsoft 365 in a responsible and safe manner. Strong security measures are required to lower the risk of data breaches and uphold customer trust because Mayfair Home Care Agency handles sensitive personal and health information.
1. Secure Access: Encourage employees to keep their login information private and use strong, one-of-a-kind passwords for all Microsoft 365 accounts. When employees log in, enable Multi-Factor Authentication (MFA) to add an extra degree of protection. Regularly check user permissions to make sure staff members only have access to the data necessary for their position. Make sure mobile devices, tablets, and computers are locked when not in use, particularly when carers are working in the community.

2. Email Awareness Regularly train employees to spot phishing emails, frauds, and dubious attachments. Urge employees to thoroughly verify email senders before providing information or clicking on links. Report questionable emails to IT support or supervisors right away. Make use of Microsoft 365 security tools, like spam filters, to lessen the number of hazardous emails that reach staff members.

3. Data Management Instead than using personal devices or unprotected storage, store client documents securely using authorised Microsoft 365 services. Maintain accurate client information, care plans, and schedules by updating files on a regular basis. Make a backup of critical documents and utilise version history to retrieve data in the event of errors. In accordance with the organization's data retention policy, securely remove records that are no longer needed.

4. Confidentiality and Compliance: Conduct frequent training sessions on confidentiality, the UK GDPR, and the safe management of personal data. Only provide customer information to authorised personnel who require it for their job. Steer clear of using unsafe communication channels or revealing customer details in public. Report any suspected data breaches right away and adhere to the organization's incident reporting protocol.

5.Observation and Evaluation In order to maintain the plan's efficacy, Mayfair Home Care Agency ought to: Regularly review the staff's training on digital safety. Every few months, review the user's access permissions. Keep an eye on security incidents and make any necessary improvements to procedures. Encourage staff members to voice issues right away. Anticipated Advantages By putting this digital safety action plan into practice, Mayfair Home Care

Agency will benefit from: Safeguard private client and staff data. Minimise the possibility of unintentional data loss and cyberattacks. Educate employees on their digital obligations. Encourage adherence to data protection regulations. Develop a relationship of trust with clients and their families.
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