Customer Name:


URN: 

Guidance notes for completing a Support Worker Record of Task 

Use the four tables below to record the information required to assess your case. We recommend that you discuss this with your employer and support worker if you have one. They may be able to help you to complete the form.
In Table 1 we need you to provide details of the job tasks that you are able to undertake independently (with assistive technology where needed). In Table 2 list those tasks that you need a support worker for. If you require support for less frequent or adhoc duties, for example, monthly meetings, annual reviews, staff presentations, training days/hours, awareness days etc. please list these duties separately in Table 3. In Table 4 you are asked to list the reasonable adjustments made by your employer. For each table you are asked to enter the total number of hours per week on the bottom row.
Support worker Record of Tasks (Typical Week)
In order to help us identify the support that you need to do your job, we require some further information from you. Use the table 1 below to record the different tasks that you do each week. Examples are provided to assist you.

Table 1. Identify the weekly tasks that you are able to undertake without a support worker

	Tasks
	Time taken (Per Week)

	For Example – Typing up reports on the PC.

	10 hours per week.

	
	

	
	

	
	

	
	

	
	

	Total hours:
	


Table 2. Tell us the tasks that you require a support worker for and what you need the support worker to do to enable you to do your job.

	Tasks
	What the support worker will do
	Time taken (per week)

	For example – Taking notes in a meeting
	The support worker hand writes written notes
	2 hours per week.

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Total hours:
	
	


Table 3. Support worker Record of Tasks (Adhoc or less Frequent tasks and duties)

	Adhoc or less frequent /duty
	What support if required
	Time taken

	For example – Annual review



	Support worker to take notes
	2 hours per year

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Total hours:
	
	


We need to know what reasonable adjustments your employer has made to assist you with regard to your disability or medical condition(s). Please list any reasonable adjustments that your employer has made or any support they have provided in the table below.

Table 4. Reasonable adjustments made by employer

	For example, work from home 2 days per week, or start at 10am instead of 9am to avoid crowded trains.


Did you find providing this information in this format useful? (please delete as appropriate) 




Yes/No

Customer Signature:
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