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Essential Skills Screening For Care Workers

Name: __________________________________

Reading

When you read these types of things, do you feel confident:

	
	Always
	Most of the time
	Sometimes
	Not very often
	Never
	Level 

	Health and safety information
	
	
	
	
	
	E3

	Directions or instructions
	
	
	
	
	
	E3

	Indexes


	
	
	
	
	
	E3

	Reading handwritten letters aloud to clients
	
	
	
	
	
	E3

	Invitation letters


	
	
	
	
	
	E3

	Care plans


	
	
	
	
	
	L1

	Risk assessment forms
	
	
	
	
	
	L1

	Medication profiles/instructions
	
	
	
	
	
	L1

	Workbooks 


	
	
	
	
	
	L1

	Induction Packs


	
	
	
	
	
	L1

	Course handouts


	
	
	
	
	
	L2


	Further Comments




Writing Skills

When you write these types of things, do you feel confident:

	
	Always
	Most of the time
	Sometimes
	Not very often
	Never
	Level 

	Care notes


	
	
	
	
	
	E2

	Care plans


	
	
	
	
	
	E3

	Messages


	
	
	
	
	
	E3

	Communication books


	
	
	
	
	
	E3

	Log books


	
	
	
	
	
	E3

	Incident forms


	
	
	
	
	
	E3

	Evaluation forms


	
	
	
	
	
	E3

	Induction packs


	
	
	
	
	
	L1

	Candidate reports


	
	
	
	
	
	L1

	Application forms


	
	
	
	
	
	L1

	Action plans


	
	
	
	
	
	L1

	Letters to request information


	
	
	
	
	
	L1


	Further comments




Speaking and Listening Skills

When you do these things do you feel confident:

	
	Always
	Most of the time
	Sometimes
	Not very often
	Never
	Level 

	Speaking to familiar people


	
	
	
	
	
	E2

	Leaving verbal messages


	
	
	
	
	
	E2

	Taking verbal messages 


	
	
	
	
	
	E3

	Using the telephone


	
	
	
	
	
	E3

	Speaking on behalf of others


	
	
	
	
	
	E3

	Putting unfamiliar people at ease


	
	
	
	
	
	E3

	Adapting your communication style to suit the needs of the client
	
	
	
	
	
	E3

	Taking part in a meeting


	
	
	
	
	
	E3

	Summarising information verbally


	
	
	
	
	
	Level 1

	Feeding back to colleagues


	
	
	
	
	
	Level 1


	Further comments




Number Skills

When you do these things do you feel confident:

	
	Always
	Most of the time
	Sometimes
	Not very often
	Never
	Level 

	Writing telephone numbers


	
	
	
	
	
	E1

	Reading duty rotas


	
	
	
	
	
	E2

	Reading timetables 


	
	
	
	
	
	E2

	Reading scales


	
	
	
	
	
	E2

	Using metric units


	
	
	
	
	
	E2

	Helping clients manage money


	
	
	
	
	
	E3

	Checking clients change


	
	
	
	
	
	E3

	Estimate numbers


	
	
	
	
	
	E3

	Calculating mileage claims


	
	
	
	
	
	E3

	Using a calculator


	
	
	
	
	
	E3

	Using 24-hour clock; difference between that and 12-hour
	
	
	
	
	
	L1


	Further comments




Computer Skills

When you do these things do you feel confident: 

	
	Always
	Most of the time
	Sometimes
	Not very often
	Never
	Level 

	Switching a computer on and off
	
	
	
	
	
	E1

	Using a mouse to point and click
	
	
	
	
	
	E1

	Opening a programme by clicking on an icon
	
	
	
	
	
	E1

	Playing games with or without a mouse
	
	
	
	
	
	E1

	Recognising and using the keyboard to use capital letters and to delete
	
	
	
	
	
	E1

	Changing the text, font and size in a programme 
	
	
	
	
	
	Level 1

	Writing a letter, saving and printing
	
	
	
	
	
	Level 1

	Using a spreadsheet to work out simple calculations
	
	
	
	
	
	Clait / ECDL level 1

	Using the internet to find information
	
	
	
	
	
	Clait / ECDL level 1

	Receiving and responding to emails
	
	
	
	
	
	Clait / ECDL level 1

	Using a database to process information 
	
	
	
	
	
	Clait / ECDL level 1

	Making up folders, copying and deleting them
	
	
	
	
	
	Clait / ECDL level 1

	Using other programmes on the computer 
	
	
	
	
	
	Clait / ECDL level 1


	Further comments




Screening carried out by _____________________  Date ________________

CLAIT – Computer Literacy and Information Technology

ECDL – European Computer Driving Licence

· Basic concepts 

· Managing Files

· Word Processing 

· Spreadsheets

· Databases

· Powerpoint

· Internet Explorer and Outlook Express

� EMBED PhotoshopElements.Image.2 \s ���
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