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It's fairly straghtforward to find your way around
the portfolio when you've opened it in Acrobat
Reader.

To browse through the contents, click anywhere
on the screen and then use the left and right
arrow keys on your keyboard to scroll through
the contents of the Guide. Alternatively you can
click the arrows on screen (small white triangles
at either side of the screen), or click on one of
the beige page icons at the bottom off the
screen. These will also help you see all of the
contents of the Guide.

Clicking on the Home button n

in the top, left corner of the

screen will take you back to the beginning
as seen in the image on the right.

Viewing files Page icons Next Page

To view individual files in the Guide, double click on the file image and the document will open
up to fill the Acrobat Reader screen.
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L Organisational capability 1:
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Creating a learning and performance culture

Social service workers are part of an organisational environment which supports them to practice
professional autonomy, continuously learn, embed their learning in practice and use their
learning to improve outcomes for people who use services

This capability is broken into three main areas:

- Supporting reflective learning

- Encouraging autonomy, ipandi
« Involving the workforce, peaple who use services and their carers in continuous
improvement

The audit process will ask you to reflect on each of these areas, and self evaluate to establish
strengths and priorities for improvement.
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Creating a learning and performance culture.

Clicking on the Home button m in the top, left corner of the screen will take you back to the beginning



{<\\<\ | CONTINUOUS LEARNING FRAMEWORK
o ol ORGANISATIONAL CAPABILITIES AUDIT TOOL
Using the worksheets

The CLF Audit Tool, is essentially a set of interactive worksheets which you can use to structure your audit process.

To use these worksheets, after double-clicking a

document to view it, you should click “Open” (in — | Highlight Fields
the top rightcorner of the Acrobat Reader

screen).

You should then click the “Highlight Fields” button shown on the image above. This will show you where you can
type in your responses to the activities. The screen will now look something like this:
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Organisational capability 1: Creating a learning and performance culture
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Q
How can you demonstrate that you have used research and other sources of evidence to reflect

on organisational performance?

Your reflections/evidence

U

Once you have finished working with the document, you should save a copy on your computer by clicking “File”,
then “Save a copy”. We would recommend you change the filename Acrobat suggests to something which will
make the file easier to find on your computer. This also ensures that blank forms are available for re-use.



