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Welcome

The children, young people and families organisations within ECVYShave worked
together to produce this  Personal Development Portfolio  Folder to help you in your role
within the Childrends sector. (This includes tho

young people and their families.)

The Childrends Workforce Devel opment Council ( CWD
information that everyone who works with children and/or young people should know by
the time they have finished their  induction period . This information was divided into 7

areas, or 01 ndu.cThaywere pSttogether &y cdnsuding with children and
young people and their workers to ensure that they covered everything.

Supported by funding from the Childrends Workforc
material developed by Peterborough Council this induction folder has been designed to
provide you with:

e An introduction to your organisation

¢ An understanding of your role

¢ Information about the skills and knowledge you need to work with children, young
people and their families (CWDC Common Induction Standards)

¢ Information on learning through supervision

e Details of training available to you

e A training matrix that helps you keep a record of your training

We hope that you find this folder useful. It is designed to live with you throughout your

time within the childrends workforce. It is your
relevant to your future career and development. Your organisation will ensure that you

are provided with the support, training and direction that you will need to help children

and their families.

Brenda Towle
Executive Officer
ECVYS
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Section 1 - Getting Started
1. Information for new employees
a. Welcome letter
b. Introduction to your organisation
2. CWDC Induction Standards i what are they?
a. Induction Standards
b. What children and young people expect
c. Principles and values
d. Supporting the GSCC Code of Practice
3. The Standards

Induction Standard 1 Understand the principles and values
essential for working with children.

Induction Standard 2 Understand your role as a worker
(employed or volunteer).

Induction Standard 3 Understand Health and Safety
requirements.

Induction Standard 4 How to communicate effectively.

Induction Standard 5 Understand the development of
children and young people.

Induction Standard 6 Safeguarding children.

Induction Standard 7 Develop yourself. Progress Record.
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Each organisation to insert:

. Welcome letter

. Introduction to organisation
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2a

CWDC Induction Standards

Induction is the first piece of learning a worker undertakes when joining a new organisation.
The Children, Young People and Families Workforce Development Council (CWDC) Induction
Standards have been designed to provide a structured start for workers in their first 6 months of
employment. The standards will help ensure that workers are safe to take on the appropriate
level of responsibility for the individuals and families they support. When workers are expected
to perform any tasks that are not covered by the CWDC Induction Standards, appropriate
training must be provided before the work is undertaken.

The induction pack helps staff and employers to identify existing skills and knowledge which
are being brought by the individual to the workplace as well as identifying gaps for ongoing
personal development, which will enhance the quality of service provision.

What 6s in the CWDC Induction Standards?
There are seven CWDC Induction Standards:

Standard 1 : understand the principles and values essential for working with children and
young people.

Standard 2 : understand your role as a worker (employed/self-employed).

Standard 3 : understand health and safety requirements.

Standard 4 : know how to communicate effectively.

Standard 5 : understand the development of children and young people.

Standard 6 : safeguard children (keep them safe from harm).

Standard 7 : develop yourself.

Each standard contains a number of 6areaséb

effectively and safely. Each topic is made
to know about the topic. The way you show you have learned about the topic i by showing,
doing orexplainingii s by producing 6evidencebd. You

for each Induction Standard.

You are not expected to know all the outcomes straight away. The outcomes state you will
need to know by the end of your induction period (6 months).

Guidance for evidence is a visual record of how you could produce evidence which will indicate
areas of competence and any area for development. You are responsible for producing
relevant documents which will provide evidence of your competence to your supervisor. Other
helpful resources are available at www.cwdccouncil.org.uk.

For staff returning from relevant training courses e.g.: NVQ Level 3, BA Social Work etc,
applicable evidence may be found within portfolios presented for assessment.
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http://www.cwdccouncil.org.uk

2b

What children and young people expect

These are verbatim extracts from responses given during consultation exercises on the Stan-
dards with 60-70 children and young people between the ages of seven and 17.

What the standard says : Some comments from children and young people:
Standard 1 : understand the princi- A group of 16 to 19 year olds, when asked what new
ples and values essential for working |workers need to know about children and young peo-
with children and young people. ple, said:
iTo treat children and ypung pe:

treat children and young people as their own equals;
to treat each child and young person as an individual;
to know that one persond6s probl «

An individual (11+ year pld) s
to work with diverse cul ur es.

o

Standard 2 : understand yourroleas |16 t o 19 year olds said A good \
a worker (employed/self employed) |what they are doing in the particular work they are
doing with children and young p:¢

An individual young perspn (11+)
member of staff is the one that helps the young peo-
ple make sense of their experiences and plan and

BN

take actiono

From a group of 14 & 15 year ol
fidential but able to help us understand when they
have to tell one person. p

Standard 3 : understand health and | One group of 7 to 11 year olds said new staff need to
safety requirements know AYour name, your al /| e
your first aid kit is, whe

- =
oo

Anot her group said AGet &a medi c:

position. o
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Standard 4 : know how to On being asked, what new workers need to know

communicate effectively about children or young people of your age, 11+ year
olds said they should have good communications
skill so, and Al earn to bl emp:
group of 7 to 11 year olds said empathy is being able
to imagine being fiin someone ¢

An individual young person said a good member of
staff is Aone with good jcommuil
one who understands the pound:

Standard 5 : understand the 16 to 19 year olds said B goo
development of children and young with experience of dealing with young people before
people becoming staff I must already have experience of

being an adult with young people, even if it is only
within their own family.

[@Q

14 & 15 year olds said workers working with different

age groups need to Aundef st an(
better, know about children of that age and how they

feel 0; and Aunderstand devel o]
it is you are teaching them, know about their culture,
be respectful towards it} o

Standard 6 : safeguard children (keep A group of 11+ year ol ds| said
them from harm) know about health and safety regulations. They
need to know about health and safety regulations.
They need to know about risk assessment proce-
dures. They need to make sure they know the rights
of the children they are working with and also ensure
the children and young people know those rights too.
They need to know and fully understand the child

protection act. o
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Standard 7 : develop yourself | 16 to 19 year olds, when asked what experienced staff do

better, said they become figood at m

b~
Y

of young peopleo, and that [Aithey b
working with children and young people from a wider
range of different backgrounds, ages, cultures,

problems and needs, AND at the same time they become
able to specialise with panfqticular
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2C

Induction Standards

Principles and Values

Principles

e The welfare of the child and young person is paramount

e Workers contribute to childrendés care, | earning
reflected in every aspect of practice and service provision.

e Workers work with parents and families who are partners in the care, learning and
devel opment and safeguarding of their children
most enduring carers and educators.

Values

e The needs, rights and views of the child are at the centre of all practice and provision.

e Individuality, difference and diversity are valued and celebrated.

e Equality of opportunity and anti-discriminatory practice are actively promoted.

e Chil dr ends himiagatelactiveln promated! |

e Childrenbds personal and physical safety is safe
as appropriate to the capabilities of the child.

o Selfesteem and resilience are recognised as essen

e Confidentiality and agreements about confidential information are respected as appropriate
unl ess a chil do sbeipgactatsteke.i on and wel |

e Professional knowledge, skills and values are shared appropriately in order to enrich the
experience of children more widely.

e Best practice requires a continuous search for improvement and self-awareness of how
workers are perceived by others.
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2d

Supporting the GSCC Code of Practice

The CWDC Induction Standards

Links with GSCC Code of Practice

Main areas

Social care workers must:

Standard 1 : understand the principles and
values essential for working with children
and young people

Protect the rights and promote

the interests of service users and

carers (1.1 7 1.6)
2. Strive to establish and maintain the trust and
confidence of service users and carers (2.3)
Respect the rights of service users whilst seeking
to ensure that their behaviour does not harm them-
selves or other people.

Standard 2 : understand your role as a
worker (employed/self employed)

2. Strive to establish and maintain the trust and
confidence of service users and carers (2.4)

4. Respect the rights of service users whilst seek-
ing to ensure that their behaviour does not harm
themselves or other people codes 17 6

Uphold public trust and confidence in social care
services.

Standard 3 : understand health and safety
requirements protecting them as far as
possible from danger or harm

3. Promote the independence of service users
while

Standard 4 : know how to communicate
effectively confidence of service users and
carers. (2.2)

2. Strive to establish and maintain the trust and
Uphold public trust and confidence in social care
services.

Standard 6 : safeguard children and keep
them safe from harm

Promote the independence of service users while
protecting them as far as possible from danger or
harm

Standard 7 : develop yourself

Be accountable for the quality of their work and
take responsibility for maintaining and improving
their knowledge and skills.
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N TR
{ Induetion Standard 1:

Zh

Understandthe principles and values essential for working with children

Main Area Outcome % . Evidence & Any Date
9 Q| 6f| @l 5 | M

Comments sign off

Principles and values A) Show how you promote the principles and
values essential for working with Children,
Young People, their families and their
carers

B) Know the service standards or codes of
practice concerning the principles and
values relevant to your work

Equality, inclusion and A) Show how you include people and act
anti -discriminatory practice. fairly.
B) Support and respect peopleds djiffleregnces

in your day to day work.

C) Understand different types of prejudice
and discrimination and how they can be

challenged.
Person centred A) Explain how your work relates to any of the
approaches five outcomes in 6Everly Chil|d |Mat|ter/sd

B) Take account of the experiences, prefer-
ences, wishes and needs of children and
young people, and their families, when
providing your services.

C) Listen to childrends and|young| pelopljes
views about risk and safety, and take these
into account into your work.

& Q | () a8 ¥ 0

Supervision Feedback from Training Feedback from Working with
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Induction Standard 2

Understand your role as a worker (employed or self employed)

Main Area

Outcome

80 0 H @4 m

Evidence & Any
Comments

Date
sign off

Work role

A)

Know your own role and the aims of
your work

B)

Know the overall aims of the setting
you work in

©)

Know the purpose of organisations you
come in to contact with during your
work.

Legislation policies
and procedures

A)

Know about important laws relating to
children and young people, and where
you can get further information.

B)

Understand why it is important for you to
follow policies and procedures

C)

Know where to find the policies and pro-
cedures relating to the work you do.

Relationship with
carers, Parents and
others

A)

Understanding the valuable role families
and carers play in supporting their chil-
dren so they can achieve positive out-
comes.

B)

Understand how you can support
children and young people
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Induction Standard 2

Understand your role as a worker (employed or self employed)

Main Area Outcome % S 0 m @ i@% 0 Evidence & Any Date

Comments sign off

Team Working A) Know who else is working with the children,
young people and families you work with.

B) Know who you are accountable to, and who is
accountable to you (if appropriate) , in your
working environment

C) Know the principles of effective teamwork

Being Organised A) Show that you are well organised, reliable and
dependable in your work.

B) Make sure that you provide well  -organised and
safe activities or environments for the children,
young people and families you work with.

Complaints and A) Know about, and be able to follow, the griev-
procedures ance, complaints, compliments procedures
relevant to your work.

B) Know how children, young people and their
families can get access to the complaints pro-
cedure for your work.

a © O

Supervision Feedback Training Feedback from Working with
GOUNCIL FOR VOLUNTARY YOUTH g, Case Records from service

3 Course colleagues/ other agencies
7,

users observations
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Main Area Outcome ‘ . Evidence & Any Date
S K’ a9 .
% O '_"] @ ¥ Al Comments sign off

Laws, policies and A) Know about health and safety laws which
procedures apply to your working environment.

B) Know your personal responsibility for the
health and safety of the children, young
people and families you work with

Moving, lifting and A) Know about the laws that govern moving,
handling people and lifting and handling people or objects.
objects

B] Know how to assess risks relating to moving
and handling people or objects.

C] Know the safe moving and handling
techniques relating to people and
objects.

Premises A) Know the security measures in place in your
work environment.

B) Understand how to promote fire safety in
your work environment

C) Understand and apply the safe working
practices of your workplace when visiting
other places.

) s
: .
JOUNCIL FOR VOLUNTARY YOUTH §¢, f E2] ‘
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Main Area

Outcome

Evidence & Any Comments

Date

sign off

Medication and health
care procedures

A)

Know who else is working with the chil-
dren, young people and families you work
with.

B)

Know who you are accountable to and
who is accountable to you (if appropri-
ate) in your working environment.

©)

Know how to get or arrange first aid or
medical treatment in an emergency.

D)

Know what you are not allowed to do, in
relation to medication and health care
procedures, at this stage in your learning.

Personal Safety

A)

Know about the range of challenging
behaviour presented by particular chil-
dren and young people you work with.

B)

Understanding how you manage chal-
lenging behaviour.

C)

Understand how you encourage positive
behaviour.

GES ® ESsg,

N
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Main Area Outcome % 8| m @ I 3; M Evidence & Any Comments gg:]eoﬁ

Risk Assessment A) ldentify examples of risks to children and
young people in your work environment,
and know about appropriate action to
reduce or manage the risks

B] Know how to apply risk assessment
procedures in your work environment.

Esse,
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»  |[nduction Standard 4:

How to communicate effectively

7 &
—

Main Area Outcome = - ‘ . Evidence & Any Comments Date
2@ 0 H @ & 0 o
gn off
Encourage A] Show that you understand the children and
communication young people you work with, particularly their

views and feelings.

B] Respond appropriately to what children and
young people are communicating to you (in
speech, in writing, by body language and so on)

C] Communication with children and young peo-
ple in a clear, jargon free Language, without
patronising them.

D] Help children and young people make Their own

decisions.
Knowing about A) Know about and describe effective ways of
Communication communicating with children, young people and
their families

B] Show how you use effective communication in
your work.

C) Know about the main barriers to communication
with children and young people.

Communication with A) Know when to provide informationto  Parents
Parents and carers and carers.

B) Understand how to raise concerns with
Parents and carers in an appropriate way.
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. Induction Standard 4:

How to communicate effectively

Main Area Outcome . Evidence & Any Comments Date
Sa® | ¥ 0 sign off

Communication with parents C] Respond appropriately to what parents

and carers (cont.) and carers are communicating to you.

D] When making decisions abut the
children and young people you work
with, consult their parents and carers

(if appropriate)
Principles of keeping good A) Show a basic understanding of the
records importance of keeping accurate
records.
B) Know the purpose of each record or

report you use in your work.

C) Know how to record information that is
understandable, relevant, clear and
concise, factual and can be
checked.

D] Share the information you record with
the relevant young people, children,
parents and carers (in line with the policy
of your work environment)

E] Understand and explain the difference
between observation, facts, information
gained from others and opinion.

F] Know about formally assessing need
and the reporting frameworks which
apply to your work environment.

<,
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Main Area

Outcome

4
VA

[ 3

® > &

Evidence & Any Comments

Date
sign off

Principles of keeping good

records

Al

Show a basic understanding of the
importance of keeping accurate re-
cords.

B

Know the purpose of each record or
report you use in your work.

C]

Know how to records information that is
understandable, relevant, clear and
concise, factual, and can be checked

D]

Share the information you record with
the relevant young people, children,
parents and carers (in line with the
policy of your work environment)

E]

Understand and explain the
Difference between observation, facts,
Information gained from others and
opinion.

Fl

Know about formally assessing need and
the reporting frameworks which apply to
your work environment.
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and stages of
development

n'&gstand the development of children and young people

Main Area Outcome . Evidence & Any Comments | Date
90 #® )
& O @ecs & M siam off
Attachment A) Have a basic understanding of how children of all ages
form attachments, and how these attachments affect

their development

B) Understand the important developmental needs of the
children and young people you work with.

7

ECVYS

%,
¥35 HLNOA AMVANNTIOA O3 THONNOD

\GES ® ESg,

.
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Feedback from

Case Records 8
service users

Supervision

Course

Supporting play, [A) Know how to encourage learning and development in
activities and the children and young people you work with.
learning.
B) Explain how play, hobbies and interests are important in
childrends and young peopleds|] devel opmentt
C) Explain the importance of setting appropriate routines for
children and young people.
Observation A) Know the purpose of observing/ aj|childps |or |[young| personbs
and judgement behaviour
B) Understand why children and young people you work with
might behave in unexpected ways
Understanding A] Understand the importance of seeing a Child or young
contexts person you work with as part of a wider family, caring or
social network
B] Understand the contribution family and Social networks
make to the development of children and young people
GOUNCIL FOR VOLUNTARY YOUTH Sen, = 4] @ ) [ 3
& Q A+ M % M
- Feedback from . .
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nderstand the development of children and young people

Main Area

Outcome

2

SIE

®

a@&l&?

[

Evidence & Any Comments

Date
sign off

Transitions (Transitions are
stages in children's lives -
Some are general, some are
individual)

A) Have a broad understanding of what

6transitiond means in

rel

at

ur

B) Understand the significant milestones which
mark transition in the lives of the children

and young people you work with.

C) Know how the children and young people
you work with respond to the social

changes they face in their lives

D) Understand how to support individual chil-
dren and young people throughout transi-

tion

Supporting disabled children
and children with special
educational needs.

Know what the 6soci al

means in relation to your work

A)

mo ¢

of

sahbi

—
<
[e]}

Understand the needs of children and
young people who are disabled or have
learning difficulties

B)

C) Understand the need to adapt activities
and experiences so individual children and

young people can take part

D) Understand how you might support chil-
dren and young people with special edu-
cational needs and their families in relation

to our work
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Induction Standard 6:

Safeguarding children

—
Main Area Outcome % ‘ . Evidence & Any Comments Date
Q@ lacs & | [

Laws, policies and procedures A) Know about laws and national guidance
relating to protecting (safeguarding chil-
dren)

B) Describe your workplacebd 0l ijci ef[s and
procedures on helping children and young

people you work with

17:)
©

Providing safe environments A) Understand what children and young peo-
ple want and need to feel safe

B) Have an awareness of what contributes
towards a safe environment for the children
and young people you work with

Recognising and responding A) Understanding the different ways in which
to abuse children and young people can be
harmed by adults, other children and
young people, or through the internet

B) Understand what is meant by:
Physical abuse
Sexual abuse
Emotional abuse
Domestic abuse
Faltering growth
Institutional abuse
Bullying
Self harm
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Induction Standard 6:

Safeguarding children

Main Area Outcome % Q ﬂ @ &5 lm Evidence & Any Comments Date
7 VA i .

Working with other agencies A) Under st and wshgen dynuwariki njgo
means for you and your work environment

(0]
172
O
o
(0]
[72]
[<3)
=}
o
—
'

B) Under stand other agenci
sponsibilities in keeping children safe from
harm

C) Know about your local Safeguarding Board
and any role in your agency, organisation
or employer has on it

Whistle-blowing (reporting A) Know when and how to refer a concern
failures in duty) you have about child protection

B) Explain who to consult in relation to a child -
protection or child welfare concern

C) Understand your duty to report the unsafe
practice of others

D) Identify what to do when you do not get a
satisfactory response from other organisa-
tions or agencies

E) Identify what to do when you do not get a
satisfactory response from other organisa-
tions or agencies
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Induction Standard 7:

Develop yourself

Main Area Outcome % 8 m @I I&g, 0 Evidence & Any Comments Eig:]eoff

Your role and registration A) Understand the current or planned
requirements (if any) for you to be
registered with a relevant regulatory body

B) Know what the relevant regulatory body for
your work says about your continuing
personal and professional development

Using support and supervision A) Understand the purpose of staff supervision
to develop your role. in your work environment

B) Know the staff support or supervision
arrangements available to you

C) Understand how your work may affect you
personally, and where you can get support
in dealing with this if necessary

Meeting learning needs as A) Show how your day -to-day work has been
part of continuing professional influenced by feedback from your
development (CPD) colleagues or from children, young people

and their families

B) Work with your manager, or other relevant
person, to agree and follow a professional
development plan

C) Understand the methods you can use to
improve your work
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Induction Standard 7:

Develop yourself

Main Area Outcome = ‘ . Evidence & Any Comments Date
% & E] @ & [0 sign off

Career progression A) Understand the importance of continuing
professional development

B) Understand the opportunities for your ca-
reer to progress and identify who can help
you make the most of these opportunities

Feedback from . ) 25
colleagues/ Working W!th Activities Reading
observations other agencies
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ECVYS Induction Standard

Your Progress Record
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Induction Standard

Date Completed

Manager/Supervisors Signature

Understand the principles and values essential for working with
children and young people.

Understand your role as a worker (employed/volunteer).

Understand health and safety requirements.

Know how to communicate effectively.

Understand the development of young people and children.

Safeguard children (keep them safe from harm).

Develop yourself.

Please sign to confirm that the delegate has completed their probationary period.
Managers Signature Date:
Employees Signature Date:
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