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Task 1: Personal Action Plan
Applying for a Relief Care Assistant Role
Introduction: 
Working as a relief care assistant means helping people with their daily tasks and supporting them to live safely and comfortably. It also means treating everyone with respect, kindness, and dignity. A care assistant needs to be patient, understanding, and able to communicate clearly with different people. Good communication helps build trust and makes service users feel listened to and valued.
To prepare myself for this role and to be confident during a job interview, I have created a personal action plan. This plan helps me think about the skills I already have and the skills I still need to improve. Planning like this is important because care assistants must follow professional standards, training, and expectations in health and social care (Health Education England, 2022). By knowing what I need to work on, I can become better prepared for the responsibilities of the job and give high-quality care to others.

Key Skills Required for the Job 
• Communication skills: Care assistants need to speak and listen clearly to service users, families, and other professionals.
Example: Explaining a medication routine in a simple way so the service user understands.
• Empathy and compassion: It is important to understand how others feel and show kindness.
Example: Comforting a service user who is upset or worried.
• Teamwork: Care assistants often work with colleagues to provide consistent care.
Example: Sharing tasks during a busy shift to make sure everyone receives support.
• Patience and understanding: Some service users may behave differently or need extra time, so patience is essential.
Example: Helping someone who moves slowly without rushing them.
• Observation skills: Care assistants must notice changes in mood, behaviour, or health.
Example: Observing that a service user is eating less and reporting it to a supervisor.
• Time management: Being organised helps complete tasks on time and maintain good care.
Example: Planning the order of daily visits to make sure no one is left waiting.
• Confidentiality and professionalism: Care assistants must protect people’s privacy and follow workplace rules.
Example: Keeping personal information private and only sharing it with authorised staff.


How I Meet the Required Skills:

· Communication: I am confident speaking with people from different backgrounds and always listen carefully. In my previous volunteering role at a community centre, I supported elderly people and learned how to explain things clearly and respectfully.
· Empathy and compassion: I naturally care about others and enjoy helping people feel comfortable and valued.
· Teamwork: During my time in group projects and volunteering, I worked well with others, supported my teammates, and shared responsibilities.
· Observation: I am attentive and notice small details, which helps in understanding when someone might need extra help or comfort.
· Confidentiality: I understand the importance of privacy, especially when dealing with personal information or sensitive topics.

Skill Gaps and How I Plan to Address Them:

While I have many strengths, there are areas I need to improve to become a more confident and professional care assistant.
· Practical care experience: I have limited hands-on experience with personal care tasks, such as assisting with mobility or hygiene.
· Knowledge of health and safety procedures: I need more training in areas such as manual handling and infection control.
· Time management: I sometimes find it difficult to balance multiple tasks at once.







Personal Development Plan (PDP):

	Area for Improvement
	Actions to Take
	Resources/Support Needed
	Target Date
	Expected Outcome

	Gain more practical experience
	Apply for volunteering or work placement in a care home
	Local care providers or college placement coordinator
	Within 3 months
	Gain confidence in personal care tasks

	Improve knowledge of health and safety
	Complete short online courses in infection control, manual handling, and first aid
	NHS Learning Hub, Skills for Care courses (Skills for care, 2023)
	Within 2 months
	Understand key policies and procedures

	Develop time management skills
	Use a daily planner and set priorities for each shift
	Guidance from mentor or supervisor
	Ongoing
	Complete tasks efficiently and on time

	Build confidence for interviews
	Practise mock interviews with a friend or tutor
	College career support services
	Before job interview
	Communicate more confidently and professionally




Possible Interview Questions and My Responses:

Question 1: Why are you interested in working in care?
Answer: I like helping people and making their lives better. As a care assistant, I can support people to stay independent and feel respected.
Question 2: How would you deal with a service user who doesn’t want assistance?
Answer: If a service user doesn’t want help, I would stay calm and polite. I would try to understand why they don’t want help and listen carefully to their feelings. I would explain why the care is important and offer choices so they can feel in control. If they still refuse, I will let my supervisor know so we can make sure the person stays safe and supported.
This shows patience, respect, and good communication, which are important for a care assistant.
Question 3: What does person-centred care mean to you?
Answer: Person-centred care means treating everyone as a unique person, respecting their choices, values, and preferences. It’s about supporting them in a way that fits their lifestyle and helps them feel valued and respected. 
Conclusion
This personal action plan has helped me think clearly about my strengths and the areas I need to improve to become a skilled relief care assistant. I have identified the key skills needed, such as communication, empathy, teamwork, patience, observation, time management, and professionalism. The plan also shows me how to gain practical experience, improve my knowledge of health and safety, and develop confidence for interviews. It gives me a clear path to grow as a professional and support service users effectively.

Task 2: Academic Report 
Key Skill: Communication in Health and Social Care

Introduction
Communication allows care assistant to make someone feel safe and sure about you, understand individual needs, provide safe, person-centred support. Without good communication, misunderstandings can occur, leading to mistakes or distress for service users (Skills for Care, 2023).
According to the Department of Health and Social Care (DHSC, 2022), effective communication also promotes dignity, inclusion, and emotional wellbeing, helping individuals feel valued and understood.

What Is Communication?
Communication is the process of sending and receiving information between people. It can be verbal (spoken words), non-verbal (body language, gestures, facial expressions), or written (care notes, emails, reports). In care settings, professionals must use all these forms to share information clearly and respectfully (Skills for Care, 2023).

Importance of Communication in Health and Social Care:

· Building relationships: Talking and listening carefully helps service users feel respected and understood.
· Promoting safety: Clear communication ensures that correct care is given, reducing the risk of errors.
· Supporting person: By listening to people’s wishes and preferences, carers can support to meet their individual needs (NHS England, 2022).
· Teamwork: Care work involves working with others, effective communication keeps everyone informed and ensures consistency.

Barriers to Communication:
Sometimes communication can be difficult because of barriers such as hearing or speech difficulties, language differences, emotional distress or confusion, environmental noise, poor body language or lack of eye contact.
Care workers must be aware of these barriers and use strategies like speaking clearly, using visual aids, or ensuring a quiet environment to support understanding (Health and Safety Executive, 2021).

Improving Communication Skills:
Listen actively: Give full attention and show interest in what the person is saying.
Use empathy: Try to understand the person’s feelings and respond kindly.
Be clear and concise: Avoid using complicated language or jargon.
Keep information confidential: Only share details with authorised people.
Seek feedback: Ask if the person understood and feels comfortable.
Training and reflective practice: Help professionals continue improving these skills throughout their careers.

Conclusion
Communication is a key skill in health and social care because it supports safe, effective, and compassionate care. When professionals communicate well, they build trust, respect, and understanding with those they care for. Developing this skill not only improves service quality but also enhances the wellbeing and dignity of every individual.
 Task 3: Critical Reflection Using the ERA Model 
1. Experience
For my LCHS4009 Component 1 assessment, I gave an individual PowerPoint presentation about a SWOT analysis in health and social care. After I finished, my lecturer gave me verbal feedback. She said I showed a good understanding of the SWOT model and how it can be used in health and social care. She also said I gave a good presentation and kept good eye contact, which helped me connect with the audience. This feedback made me feel proud because it showed that my practice and preparation worked.
My lecturer also gave me two suggestions to improve. First, I should use fewer than eight slides, because too many slides can make the presentation feel too long. Second, I needed to add citations on my slides to show where my information came from. This is especially important in health and social care because information must be correct and based on evidence.
During the presentation, I felt mostly confident because I practised explaining SWOT clearly. But I also felt a bit nervous when changing slides, as some slides had more text than I wanted.

2. Reflection
[bookmark: _Hlk214273171]When I think back on my presentation, I can see things I did well and things I need to improve. One strength was my good understanding of SWOT and how to apply it. When presenters understand their topic, their message becomes clearer. Reynolds supports this idea. My lecturer also confirmed this in the feedback (Reynolds, 2012).
Another strength was my eye contact. Eye contact helps keep people interested and shows confidence. Lucas explains that eye contact builds trust with the audience (Lucas, 2020).
But I also had some weaknesses. One problem was the number of slides. Mayer says that too many slides or too much text can overwhelm the audience (Mayer, 2017). When I think about my slideshow, I now see that some slides had too much information and needed to be simplified.
[bookmark: _Hlk214273400]I also realised that citations are important. In health and social care, it is necessary to show where information comes from, like definitions or statistics. Duarte says that adding citations makes a presentation more professional and trustworthy (Duarte,2010). Because I did not include citations on every slide, my presentation may have looked less academic even though I understood the content.
[bookmark: _Hlk214273455]Emotionally, I felt both confident and nervous. Schon says that during a task, people often notice problems while doing it (Schon, 1983). I noticed during my presentation that some slides had too much text, but I could not change them at that time. This taught me to plan my slides more carefully in the future.

3. Action
For future presentations, I will make several improvements:
· I will keep my slides under eight and only include the most important points. I will follow the idea of using simple visuals and small amounts of text (Duarte, 2010).
· I will add citations on every slide where I use information from books, websites, or articles. This will help make my presentation more accurate and reliable.
· I will plan my slides better. I will decide my main messages first, then create slides that support what I am saying. Mayer’s theory will guide me to remove extra details and avoid overwhelming the audience (Mayer, 2017).
· I will keep practising my speaking, eye contact, and confidence. These were strengths and improving them further will help me become a stronger presenter.
Overall, this reflection has helped me understand what I did well and what I need to improve so I can give clearer and more professional presentations in the future.
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