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Diploma in Funeral Arranging and Administration

STUDENT 

INITIAL SELF ASSESSMENT 
(Confidential)

(Student)

Please insert your name:……………………………………………………………………………………..
Please insert your tutor’s name……………………………………………………………………………

Please insert your employers name……………………………………………………………………….

Employer’s Signature……………………………………………………………………………………………….

 Date:………………………………………………………………………………………………………………………

Purpose

An Initial assessment provides the information needed to help your tutor to plan with you your learning, and to improve your opportunity of learning effectively. Without it, there are only assumptions that can be made. It is of course possible to make some predictions about you, but it is an insecure basis for effective planning.
Therefore, our preference is for you to take a little time to consider for yourself the strengths you already have in terms of your experience, knowledge and skills based on your experience top date, and likewise, for you to tell us where you know you need help to improve.
Please be honest.

It may be helpful for you to take a look at the course syllabus, and for you to think about the different Modules and Units contained within each
There are no right or wrong answers with this self-assessment. We just want you to tell us how you see yourself.
Initial self-assessment is a vital part of the process of finding out and providing the foundations from which you can build upon.
Involve your employer!
Upon completion of your self-assessment, we would like to encourage you to discuss your current strength’s and areas you feel you need help to improve with your employer.
Your employer has a key role to play while you are learning with us. As you work through each of the course modules, your tutor will be encouraging you to consider how the theory you learn while you are studying for the qualification, actually works in practice within your place of work.

Please ask your employer to provide his /her comments on the final page of this document and to sign the cover sheet and then discuss with your tutor.
This document has been produced in Word format to enable you to download from Moodle and use straight away. Each of the text boxes are expandable for your use.
Upon completion, you will need to upload onto your Tutor’s area on Moodle.

Thank you!

	Structure of the Syllabus
	My Experience, Knowledge and Skills to date Please tell us about your experience and knowledge to date – there are no right or wrong answers, this information will be used by your tutor to help you to progress through your learning.

	Module 1: Introduction to Funeral Arranging and Administration
	My Experience, Knowledge and Skills relevant to the topics contained in this Module are..

	The aim of this module is to enable the learner to understand about the role of  the Funeral Arranger and the Funeral Director when effectively assisting their clients - Client Care; including how you utilise sensitive communication techniques;recognise own response to grief and strategies to use when assisting the bereaved.
	Please describe....


	My knowledge of these subjects is….

My experience is…….


	Comprehensive
Good
Adequate
Poor
Inadequate
Comprehensive
Good
Adequate
Poor
Inadequate


	Module 2: First Call including Care and Presentation of the Deceased
	My Experience, Knowledge and Skills relevant to the topics contained in this Module are..

	The aim of this module is to enable the learner to develop a working knowledge of responding appropriately to the First Call; procedures and skills required for the effective Care and Presentation of the Deceased.
	Please describe…



	My knowledge of these subjects is….

My experience is…….


	Comprehensive
Good
Adequate
Poor
Inadequate
Comprehensive
Good
Adequate
Poor
Inadequate



	Module 3: Legislation 
	My Experience, Knowledge and Skills relevant to the topics contained in this Module are..

	The aim of this module is to enable the learners to gain  country specific working knowledge of legislation and procedures applying to Registration and Coroners procedures; Cremation and Burial; and the requirements of Health and Safety.
	Please describe…

	My knowledge of these subjects is….

My experience is…….


	Comprehensive
Good
Adequate
Poor
Inadequate
Comprehensive
Good
Adequate
Poor
Inadequate


	
	

	Module 4:  Arranging the Funeral
	My Experience, Knowledge and Skills relevant to the topics contained in this Module are..

	The aim of this module is to enable the learners to develop a broad and flexible working knowledge of the requirements and procedures to arrange a funeral. Emphasis is placed on the knowledge, skills and competences required for personalising a funeral; consideration and arrangement of a childs funeral; to understand and respond appropriately to the range of  funeral rites; develop working knowledge of office procedures and administration.
	Please describe..

	My knowledge of these subjects is….

My experience is…….


	Comprehensive
Good
Adequate
Poor
Inadequate
Comprehensive
Good
Adequate
Poor
Inadequate



	Module 5: Finance 
	My Experience, Knowledge and Skills relevant to the topics contained in this Module are..

	The aim of this module is to enable the learners to understand  and have working knowledge of the client’s liability and associated methods of payment; including Consumer Regulations (Doorstep Selling);Access to a Will and the benefits of a funeral plan- including the process of payment; assistance for funding via the Department for Work and Pensions.
	Please describe….

	My knowledge of these subjects is….

My experience is…….


	Comprehensive
Good
Adequate
Poor
Inadequate
Comprehensive
Good
Adequate
Poor
Inadequate



	My current Qualifications and Training

	Qualifications achieved / 

Training attended
	Dates
	Please provide a brief Summary of Prior Qualifications and Funeral Service related Training attended


	My  Key Skills in English and Maths

	Now tell us about your English and Maths.
Please provide a brief summary of prior qualifications in both of these subjects. If you have no qualifications in either subject, please do not be afraid to tell the NAFD training administrator by emailing trainingadministrator@nafd.org.uk
 and your tutor. This is important for the purposes of completing a funeral service qualification.
IMPORTANT

Please note: Spelling of all coursework must be checked prior to handing to your tutor.

You must be able to demonstrate accuracy of spelling as far as reasonably practicable by the time you reach your final examinations. If you do have a weakness, please discuss with your tutor sooner rather than later. We want to help you to improve and as such have included resources on Moodle to help you.

	

	My Responsibilities at Work

	Please outline your current responsibilities at work:

Do you have experience of arranging a Child’s Funeral? 

Do you have experience of arranging a double / or multiple funeral?

Do you     a) arrange funerals    or b) arrange and conduct funerals?


	My I.T  Skills and Access

	Do you have regular access to a broadband-enabled PC: Y / N
Are you familiar with using: 
        Internet (and Google)? Very / OK / Not familiar 

Email                               Very / OK / Not familiar 

Microsoft Word             Very / OK / Not familiar     

Facebook (or similar)?   Very / OK / Not familiar     

Moodle (or similar)?       Very / OK / Not familiar

YouTube (or similar)?    Very / OK / Not familiar           
How would you describe your I.T skills?

Good / Fair / Poor



	
	EMPLOYER Comments and Sign-Off

	Employer Comments……..

Name of Employer / Line Manager …..

Signed:

Date: 


Thank you for completing your Initial Self-Assessment – this document will be used by you and your tutor as a foundation to build on in order to meet your specific learning needs.
Please ensure that you discuss what you want to achieve from your training with your tutor, including, discussion about where you may need more help.
Following completion of the Initial Assessment, please ensure that you upload to Moodle.
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