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Step 1 – you will have received your allocated workbooks

One workbook 
should be given 
to each member 
of staff

Enter name 
and job title



All staff should complete 
all sections

If used for non-caregivers,  
You can select/ tick 
relevant sections to be 
undertaken

If used for

Step 2

Example of the contents page of the workbook



Encourage staff to read through each of the 
sections at their own pace

The entire workbook can be completed in 2-
3 hours all in one go, but it is recommended 
to complete the sections over 2-4 weeks

The workbook can be completed 
individually or in a group. In a group means 
you can have more discussions!

Each section has ‘Test your knowledge’ 
questions which need to be completed after 
each section has been read. These need to 
be marked – after each section or once 
completed

Separate mark sheets will also be delivered 
in an envelope to the provider

Example of a section in the workbook

Step 3



All the answers to the 
questions are in the 
narrative in the relevant 
sections

Further reading and 
resources are available at 
the back of the workbook

Step 4

Example of references in the workbook



Once completed all sections, your 
supervisor or equivalent should mark 
the workbook. 

When you have achieved 100% 
competency, you will be awarded a 
‘Certificate of Completion’ (valid for 
12 months)

You can use this to evidence CPD

You can keep the workbook for future 
reference

Well done!

Step 5

Example of certificate in the workbook
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