	

     [image: image2.png]The Worshij
s

Spectacle Makers







Level 3 Certificate

in 

Optical Practice Support 

SYLLABUS

All Correspondence to:

The Administrator

The Worshipful Company of Spectacle Makers

Apothecaries’ Hall

Black Friars Lane

London

EC4V 6EL

Tel:  020 7236 2932 or 8645

Fax:  020 7329 3249

E-mail: administrator@spectaclemakers.com
LEVEL 3 CERTIFICATE

IN 

OPTICAL PRACTICE SUPPORT

Module 1.  Managing people in optical practice. 

Learning Outcome – The candidate will know how to effectively manage the relationships with colleagues including communication and supervisory skills, and how to develop other people’s performance in optical practice.  The candidate will have the knowledge to communicate with patients/customers with impaired vision, to improve service, deal with conflict and improve selling skills.  The basic legal implications within an optical practice will also be understood. 

Content

1.1  People management – To have an understanding of the skills required for good communications, the principals of being a good supervisor and the importance of developing an individual’s performance.
1.1.1  Communication skills 

· Styles of communication

· Importance of tone and language

· Importance of body language

· Techniques for communicating with different types of customer

· Understanding and addressing the concerns of both the patient and their family in cases of sight loss

· Recognition and consideration of cultural diversity

· Development  of listening skills

1.1.2  Supervisory skills

· Creating and enhancing productive working relationships

· Agreeing and maintaining performance objectives

· Identifying and minimising interpersonal conflict

· Disciplinary and grievance procedures

· Interpersonal skills and setting standards of behaviour

1.1.3  Developing Individual’s Performance

· Team development and organisational effectiveness

· Presentation of development needs

· Monitoring and reviewing development activities

· Assessment of progress 
1.2.  Optical Retailing – To understand how to achieve excellent customer service and customer management in an optical practice.  To understand the principals and skills required for selling effectively. 


1.2.1  Excellent Customer Service

· Customer expectations

· Planning and setting standards

· Continuous improvement

· Effective handling of complaints

· Effective handling of service problems

· Identify and explain immediate options for those losing sight

1.2.2  Selling Skills

· Buying needs

· Buying signals

· Features and benefits

· Handling objections and queries

· Closing the sale

1.2.3  Customer Management

· The limitations of responsibility and authority
· Dealing with conflict

· Types of behaviour

· Methods of controlling and containing threatening and violent behaviour

· Give guidance to a person with impaired vision

· Give counsel for electronic assistance, CCTV, Talking books,etc

· Give guidance for Social Services assessment for registration

1.3.  Health, Safety and Legal
- To have an understanding of the health and safety requirements in optical practice and know the basic legal requirements.
1.3.1  Health and Safety Requirements

· Assessing and controlling risks

· Implementing procedures to deal with threats to security, health and safety

· Safety equipment in an optical practice

1.3.2  Basic Legal Requirements

· Roles of optical professionals

· Health and Safety Act and Trades Descriptions Act

· Data protection

· Employment law, Equal opportunities and Discrimination

· Medical Devices Directive – CE marking
Module 2.  General optics and optical screening

Learning Outcome – The candidate will achieve a basic understanding of a wide range of the terms used optics including the eye, lenses, frames and facial features.  They will also be able to interpret the common optical prescriptions.  The candidate will have a knowledge of the principles of optical screening equipment and processes for tonometry, auto refraction and visual fields. 

Content

2.1.  General Optics. - To understand the key terms used in optics and the interpretation of common optical prescriptions.
2.1.1 Terminology.  

2.1.2 Basic prescription analysis.
· Single vision interpretation
· Bifocal interpretation

· PPL interpretation

2.2 Optical Screening - To gain an understanding of the principles of non-contact tonometry, auto refraction and field screening.

2.2.1 Principles of non-contact tonometry

· Causes of glaucoma

· Effect on eye and vision

2.2.2 Principles of auto-refraction

· Benefits and limitations

2.2.3 Principles of field screening

· General reasons for field loss

· Effect on vision

Module 3.  Spectacle lenses, frames and fitting

Learning outcome – The candidate will know and understand the key principles and factors about the choice of particular lenses used in spectacles and the benefits of the various alternatives to the visually impaired including low vision appliances. The candidate will have knowledge of the principles, designs and fitting of frames and the importance of protective and other specialist eyeware. 

Content

3.1. Spectacle Lenses - To understand the principles and designs of a range of lenses used in spectacle prescriptions.

3.1.1 Thickness and appearance.

· Cosmetic changes associated with lens power and lens size
· Aspheric lenses

3.1.2 Manufacturing process multi-coated lenses.

· Principles and benefits of MAR lenses.
3.1.3 Density of materials.

·  Refractive Index 

· Changes associated with different materials

· Weight and specific gravity 

3.1.4 Trifocals and Progressives.

· Basic principles

· Recognition

· Benefits

3.1.5 Low vision appliances

· Types of appliance

· Applications and explanations of benefits to users

· Appropriate advice to purchasers

3.2.  Frames and Fitting. To understand the principles, designs, fitting and limitations of spectacle frames and the importance of good fitting and care of spectacles. Knowledge of protective eyeware will also be obtained.

3.2.1 Modern materials and their manufacture
· Titanium. Titanium alloys(flexi). Stainless steel. SPX. 

· Adjustments and glazing techniques.

3.2.2 Allergies to materials.

3.2.3 Rules for dispensing within NHS.

3.2.4 Frame adjustments.

· Levelling a fitted frame

· Setting up a frame

· Appropriate use of tools to maintain a good fit

· Recognition of poorly fitting frames 

3.2.5 Guidance for patient in the care and the handling of spectacles.

· Day to day maintenance 

· Cleaning procedures

3.2.6 Limitations of frames coupled with prescription.

· Rimless and semi-rimless mounts

· Weight and balance

· Position of bearing surface/effect on stability
3.2.7 Protective Eyewear

· Recognition of safety spectacles

· Hazards requiring suitable protection

· Appropriate advice to possible users

Module 4.  Contact Lenses

Learning Outcome - The candidate will know and understand the key types, principles, designs and wearing modalities of contact lenses.  This will include the more complex designs of torics and multifocals and the legal framework that regulates contact lenses and solutions.  The candidate will know about how to effectively manage those customers who have not complied with contact lens care regimes.

Content

4.1 Legal implications 

· Medical Devices Directive – CE marking, classifications of CL, CL solutions, patient information etc

· Aftercare and supply of lenses.

· Eligibility of those undertaking the fitting of contact lenses

4.2 Wearing modalities 

· Daily, weekly, monthly, 3 monthly, annual replacements 

· Advantages/disadvantages

· Management of replacement systems. 

· Extended lens wear 

· RGP lens wear.

4.3 Contact lens design incl. toric and multifocals.

· Basic understanding of design and how they work

· CL materials

· Possible shortcomings for certain patients

4.4 Non-compliance of care of lenses

· The limitations of responsibility and authority
· Recognition and necessary actions 
· Infection control procedures

· Consequences of non-compliance or poor hygiene

· Action/advice for any problems encountered

· Storage and lens care regimes within the practice






