dasgih
'ﬂi i Department uf Sncm]
7 & Health Services

Transforming tives

Skills Practice Procedure Checklist for Home Care Aides
DSHS Approved

This skills practice procedure checklist is to be used by Home Care Aides learning skills taught by training programs on
the job or by community instructors using the Fundamentals of Caregiving curricula or other approved training
materials. The bolded checkpoints in this procedure guide are critical to the safe performance of the skill. Tasks
highlighted below are not a part of the Prometric exam, however, all of these tasks supporting activities of daily living,
are required to be demonstrated, in the presence of a qualified instructor as a part of any home care aide certification
class. Have fun and happy training!
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Please Note: All skills tasks must be taught by an approved instructor and demonstrated by the Home Care Aide
candidate. Home care aide skills performance may be evaluated by using an anatomically correct mannequin.

Additional Resources:
Prometric Home Care Aide Checklist

Washington State Department of Health Home Care Aide Exam Preparation Materials
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Common Care Practices - for you to successfully demonstrate this skill you need to:

YES NO
Identify yourself to the client when beginning Care......... ..ot a e ] ]
Use infection control measures and standard precautions to protect the client and yourself through procedures ........ ] ]
Promote client’s social and human needs throughout ProCedUIES ...........cccuviiiiiiiiiiiiiiee e O |
Promote client’s rights throughout ProCEAUIES ...........ceeiiiiiiie e e e e e e |
Promote client’s safety throughout procedures ...... ]
Promote client’s comfort throughout procedures ]
Leave common use items within client’s reach at end of care, e.g., phone, glasses, remote,
HISSUES, GIASS OF WALEI) ......cueeieceecee ettt ettt ettt ettt e et et et e et e e ee et e e e ae et eaeese et easess et ensese et enseseseensesnseensenseeenen O O
Communication and Client Rights - for you to successfully demonstrate this skill you need to:

YES NO
(oo Y IR aP= T Y o TV IR 1= e (o) T [OOSR O Od
Speak slowly, clearly, and FESPECHUIIY .............oi ittt e e e e e e e e e e een e O Od
Engage client and lISTEN @tleNTIVEIY ............ooviiiee oottt ettt ee e en e O Od
ODSEIVE ClENE FOF CRANQES........c.eieeeeeeee ettt ettt et et ae e ee s e te et eseeteeeeasete et eseeteeeesneteeaesneteeeeanaae e O O
Support client’s choiCe and INAEPENTENCE ............ccerieiiieiietiite ettt sttt sttt st tesbe st esesbe st esesbessesesbesaeseeseseesessesnas O O
RESPECt ClIENT'S NEEA FOr PIIVACY........c.eieeieeeeee ettt ettt e et e e et e et ete e e e e ee e ee e e een e O Od
S.W.L.P.E.S. - for you to successfully demonstrate this skill you need to:

YES NO
Gather SUPPIIES DEFOre STAMING TASK ..........ceiiieee ettt e e e e e te e e e eaeen e O Od
Wash your hands before contact With @ CHENL............c.oiivieie ettt aee s O Od
Identify yourself by telling the CIENt YOUI NAME............coiuiiiee ettt ee e ee e te e ae et e e e O O
Provide privacy throughout care with a curtain, SCreen, Or OO ..........ooi i | O
Explain what you are doing fOr the CIENT..............ooiiie oottt O Od
Scan the area to be sure everything is back in place after the task is done............cccccviiiiiiiiiiii e, O |
Hand Washing - for you to successfully demonstrate this skill you need to:

YES NO
Make sure supplies are within easy reach so no contaminated surface is touched
HNFOUGNOUE TASK .....eceeee ettt ettt ettt et et e et et e ae et e e e te et eaeese et e e eae et easese et ensese et enseseesenseseseenseseseensenseeenen O O
TUPN ON WAIM WALET B SINK ...ttt ettt et eee ettt et et eee et et eeeee et eee e et eseee et ess s e teseesetese s stesseseseseasateseeseeerennee 1 O
Wet hands and Wrists thOroUGRIY ................ooooiiiiie ettt O Od
APPIY S0P 10 NANAS ... et ettt ettt ettt ettt eeaen O Od
Lather all surfaces of fingers and hands, including above the wrists, producing friction for
at least 20 seconds, keeping fingers pointed dOWN................coooiiiiiii ] ]
Thoroughly rinse all surfaces of hands and wrists without contaminating hands
(keeping fINGErs POINTEA GOWN) ........c.oiv ettt ettt ettt et e et te et e e eteete e eteeteeeeaeete s eseete s eteeae s eaeeteneaeeteneereeeens O O
Use clean paper towel(s) to dry all surfaces of fingers, hands, and wrists starting at fingertips .............cccccccciiiie. ] ]
Use clean, dry paper towel or clean, dry area of paper towel to turn off faucet without
CONEAMINGALING NANAS ...ttt et e et e e et e e e e ea et e et e e e eeeee e e eaesae e eeeeaeeeeeesaeeneen e |
Dispose of used paper towels in wastebasket immediately after shutting off faucet |
End procedure with clean hands avoiding contamination (e.g., direct contact with faucet
controls, paper towel dispenser, SinkK, Or trash CaN) ............eoii e ] ]
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Put on Gloves - for you to successfully demonstrate this skill you need to:

NO
Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice Skills ]
Wash your hands before contact With QlOVES ............eoiiii i e e e e e e e e e eaees O
Check each glove for holes or other deterioration before using ]
Grasp glove at cuff and pull onto hand........................ |
Grasp other glove at cuff and pull onto other hand |
Check to make sure gloves fit snugly over @ach fINgEr .........cooo e ]
Take off Gloves - for you to successfully demonstrate this skill you need to:
YES NO
With one gloved hand, grasp the other glove just below the cuff on the outside.............ccccooeiiiiiiin e, O |
Pull glove down over hand S0 it iS INSIAE OUL..............covouiiueeeeee ettt e et ee et te e te et eeeaeete e eaeeae e ere e O O
Keep holding removed glove with gloved hand and crumple itinto @aball ...........ccooooiiiiiiiii e O O
With two fingers of bare hand, reach under cuff of the second gloVe.............cccuiiiiiiii i O O
Pull glove down inside out so it covers the first gIOVE ..o ] ]
Remove gloves, dispose of gloves in trash can, and wash hands ... O |

Follow the Centers for Disease Control and Prevention (CDC) guidelines to identify when to use Personal Protective
Equipment (PPE) and for donning and removing PPE - to successfully complete these skills, follow the link below to review
and practice all current PPE protocols with your skills instructor.

YES NO
Using Personal Protective EQUIDMENt (PPE) [ CDC.........cuiiiveieeeeeteeeeteteeeeteteeseteteesseeseaessesessssesesssseseesseesessssessessaeseanns 1 O
Assist a Client to Walk - for you to successfully demonstrate this skill you need to:

YES NO
Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice SKillS............cccccvieiiiiiiiiiiieeeceeiee, O |
Stand in front Of AN fACE CHIENL.............oeiuieeeee ettt e et te et e et et e e et e e e teeteeteeteeanesaeeeeeseseeereees O O
Assist client to put on and properly fasten Non-skid fOOtWEAT...........c...ueiiiii e ] ]
Explain walking destination before client beging WalKing ... O |
Prepare client for standing by positioning knees at a 90 degree angle with feet flat on the floor ................ccccooennn. O |
Have client lean forward on the chair seat before standing |
Place transfer belt (if needed) around client’s waist, assist client to stand ]
Cue client to push up with arms from chair 0 Stand.............oooo e ]
Place hand on client’'s arm, back, waist, or hold transfer belt while client stands...............coooiiiiiieiiiiiee O
Ask how client feels after standing or While WalKing ...........ccuuuiiiiiiiiiiie e e e e r e e e e e eanes |
Walk slightly behind and to one side (weaker side, if any) of client for the full distance............ |
Cue positioning before client sits, with legs centered against seat of chair for safe sitting ]
Cue client to reach for chair before SittiNg ..... ... e e e e e ]
Place hand on client’'s arm, back, waist or, if used, hold transfer belt when client sits. Remove transfer belt.............. O O
Leave client sitting safely in chair with hips against the back of the seat ..............ccccciii i, O |
WESH NBNAS ...ttt ettt ettt et et e e et e et et a e et et et et et e e e et et n ettt e et et et et et et e et et et et tete e e erennen 1 O

For the HCA skills test, the client requires stand by assistance to walk. No assistive devices are used.
The client is seated in a chair when care begins.

Transfer a Client from Bed to Chair or Wheelchair - for you to successfully demonstrate this skill you need to:

YES NO
Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice SKills.............ccccccoviiiiiiiiniicnee, U ]
Position chair or wheelchair close to bed with the arm of the wheelchair almost touching the bed............................... O |
Lock Wheels 0n WheEeICRAIN ....................oooiiiie ettt ae e O O
FOIA UD OF FEMOVE FOOIMESES .......veeeeeeee ettt ettt et et e e e et e e eae e e e ea e e e e eee e eee e e een e O Od
Assist client to roll toward SIdE OF DEA .............c.ooviuiieieee ettt ettt e et e e ae et es e ee et e e eaeteaneeenes O O
Provide support holding behind client shoulders or back and hips, assist client to a sitting
oo Y1111 )2 FOUOT PSR TTRP O Od
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Transfer a Client from Bed to Chair or Wheelchair - for you to successfully demonstrate this skill you need to (continued):

YES NO
Assist client to put 0N NON-SKIA FOOTWEAT .............oiviieieiee et ettt e e e s e e eeeaen O Od
Make sure client’s feet are flat on floor before standing ...........ooooiiiiiii i O |
Apply transfer / gait belt (if needed) over clothing, around client’s waist with enough room to allow for
placement of flat of hand only between belt and clients body ]
SEANA N TTONE OF CHENL.......e.eceeieeeceecee ettt ettt ettt ettt et ete et e eeeaeebe et eseeteeseseeaeseeseetessessetesneseesesnesnase e ]
Grasp transfer belt on sides or around back when assisting client to stand and throughout transfer............................ ] ]
Brace one or both of client’s legs with your own legs, then cue clientto stand ...............ccccoeeiiii e, |
Turn client upon standing so that back of legs are centered against seat of wheelchair ]
Cue client to hold onto armrests before sitting in WheelChair ..............cooooiiiiiiiiiic e O
Provide controlled gentle lowering into the wheelchair seat...............oooo e ]
Reposition client with hips touching the back of the wheelchair and makes sure client’s
body IS AlIGNEA Wit CNEIE ..........o ittt ettt e et et e et e et e et eeeete et e e e s e et e s eteeae e eaeete e eaeetennereeeens O O
REMOVE trANSTEr / GAIT DEIE ......ovieeee e ettt ettt ettt ee et e e ee e e O Od
Position client’s feet on footrests, lock / unlock wheelchair per client choice and/or safety..........cc.ococeeviiiiiiicineeen, U ]
Leave client in wheelchair with proper body alignment and feet positioned on footrest ..., O O
WESH NABNAS ...ttt ettt ettt et et et et et e e et et et et et e s e et e et et et s e et et et et et n e et et et et e tete et erennee 1 O

For the HCA skills test care begins with the client lying in bed. The client can stand but is unable to walk. A transfer belt is
used.

Turn and Position a Client in Bed - for you to successfully demonstrate this skill you need to:

Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice Skills
Flatten the head of the bed, if it's not flat @lready ............cooo e
Stand on the side of the bed opposite the direction you plan to turn the client.............cccco i

Cue the client t0 SCOOt TOWAIT YOU ........ueiiiiii ettt e e ettt ee e e e e e e eeeeeaaeeeaannsbeeeaaaeeaannsbeeeaaaeeaannsreneas
If the client is unable to scoot toward you, assist by getting the client’s entire body in alignment and near you

S0 YOU CaN SAfEly TOIl the CHIENT ... e e e e e e s e et e e e e e e e e sant e eeeaeeeesnnsreees O
Place both hands beneath the client’'s head / shoulders and move that portion of the body toward you....................... O
Place both hands beneath the client’s trunk and bottom and move that portion of the body toward you....................... O
Place both hands beneath the client’s thighs and lower legs and move that portion of the body towards you.............. ]
Return to the side of the bed you plan to turn the client........... .o e ]

Place client’'s arm on top of their chest and ensure their legs are crossed in the direction you
will be turning the client ONtO their SIAE.... ... i et e e ettt e e e e e et e e e e e e e anees ]

Place your hands on the client’s hip and shoulder and gently roll the client over on their side toward you
(Tip: make sure there is room to roll the client)

Position client a safe distance from the edge of bed when turned onto side
Position client in proper body alignmeEnt......... ... et a e e e e e aeeeas
[ [5F= Lo BT U o] o o] (=Yo I o) 2N 1| o TR
Shoulder adjusted so client is not lying on arm and top arm is supported. Leave client’s lower

o000 O O O0OO0Oo O ooooo ooogds

arm and shoulder free from being tucked UNder SIde ......... ..o e ]
Back supported by supportive device. Position device (e.g., padding, pillow) against back rolled

and tucked to maintain client’s side [YiNg POSItION ... it e et e e e e e ]
Top knee flexed, top leg supported by supportive device with hip in proper alignment. Use device

(e.g., padding, pillow) to support top leg, maintain alignment of top hip, leave top knee flexed ..............cccccceeiiiinien. ]
Leave client in side-lying position, avoiding direct pressure on hipbone with their ankles and knees separated .......... O
Support top arm With SUPPOITIVE AEVICE .......ccoeiiiiiiiie et e e e e et e e e e s e et e e e eaeeeasantbaeeeeeeeesnnsrenes O
Cover client with top sheet, remove gloves (if used) and wash hands ... ]

For the HCA skills test the client is lying on their back in bed when care begins.
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Mouth / Oral Care - for you to successfully demonstrate this skill you need to:

YES NO

Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice Skills ]
Ensure client is in an up-right sitting position ]
Wash hands and PUL ON GIOVES ..ottt e e e e ettt et e e e e e e et beeeaaaeeaantbeeeaaaeeaaansanneaaaeaeaannns ]
Offer to place a towel across client’s chest before providing mouth care.............cooooiiiii e, O
Prior to starting, ask client about any MOULh PaiN.......... |
Moisten toothbrush or toothette and apply tOOthPASLE ..........u s |
Clean all surfaces of teeth with brush or toothette, using gentle circular motions .............cccooiiii i, O
Offer t0 brush ClIENT'S TONQUE ......ooi ettt ettt e e e e e ettt e e e e e e e annebeeeaaaeaaannsbneeaaaeeaannsreeeas ]
Offer client clean water t0 rinse their MOUTN ..o e e ]
Hold basin near client’s chin to COIlECE MINSE WALET ...........iiiiiie e ]
Pat dry client’s lips and face, and remove TOWEN..............ui i a e ]
Rinse and dry basin and rinse toothbrush before storing ... ]
Remove and dispose of gloves. Wash RANAS. ..........cc.ceiuriioe oottt ee e ee et e e ae et eere e O O
For the HCA skills test the client is sitting at a table while this care is provided.
Clean and Store Dentures - for you to successfully demonstrate this skill you need to:

NO
Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice Skills |
PUL ON GIOVES ...ttt ettt ettt et eete et e et e et et e et et e et e eteeaeeeeese e e enteeeeeteeeeeseetee s enteseeateseeeneeresnseneesenaseneeaneas O
Use technique to reduce the risk of denture breakage if dropped during cleaning (e.g., brushing denture
directly over sink lined with washcloth / paper town / towel, filled with water inside basin) ...........ccccoviiiiiiiiiine U ]
Prevent contamination of denture throughout procedure (e.g., floating in sink water or setting denture directly
ON UNPFOECIEA SUMACE ... ..o ceeieeecteeee ettt ettt ettt ettt et ea et et ea e teeeeaeete et es e e te et eaeete et eseeteeeesseae et esseteeeesseteeneseeseseennateaeas | O
Obtain dentures from client. If the client is unable to remove them, gently remove dentures
from the client's mouth. Take the lower denture out first, then the upper denture............cccoooiiiiiiiiii e, |
Rinse dentures in cool running water before brushing ..............o e ]
Apply toothpaste or denture cleanser to toothbrush...................... ]
Brush dentures 0N @Il SUMACES ........c..uiiii ittt ettt e e st e e sttt e e s nt e e e s anbe e e e anbeeeeenteeesanneeeas ]
Rinse all surfaces of denture under COoOl, FUNNING WALET.........co it a e e O
Assist client with replacing Or STOrNG AENTUMES..........oviiiiiiiiiiieieeee ettt ee et aeaeaeaeeeeeeeeeseeeeeeeeesesesesssernnnns |
Rinse denture cup before putting dentures i it...........cocuviiiiii oo e |
Place dentures in clean denture cup with solution Or COOl Water .............oo i ]
Dispose of sink liner or other soiled items. Remove and dispose of gloves. Wash hands ..............cccccccvieiiiiiiiinineen. |
For the HCA skills test the client is sitting at a table or lying in bed while this care is provided.
Fingernail Care - for you to successfully demonstrate this skill you need to:

NO
Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice Skills ]
Wash hands and PUL ON GIOVES ..ottt e e e e ettt e e e e e e e ntbeeeaeaeeeantbeeeaaaeeaaansanneeaaeaeannes ]
Put water in a bowl. Confirm the water is safe and at a comfortable temperature for the client. Adjust if necessary .. [] |
Place water at @ comfortable [@Vel fOr CIENL..............ccooviuiiieeieeetee ettt e ee e s e enens 1 O
Put client’s fingers in water and AllOW 10 SOBK ............cc.ceiueiieueieeeeeeeeeeee et e et e e e e e e et te e teete e eeeete e eaeeaeeereeeens O O
Pat dry client’s hand including between fingers, prior to shaping or cleaning client’s fingernails .............cccccccoiinie. ] ]
Dry client’s hand by patting with towel, NOt FUBDING.............ovitii ettt O Od
Clean under nails with orange stick. Wipe orange stick on towel after cleaning each nail .................occoiiiiiinn. O |
Groom Nails With file OF MEIY DOAIT. ..........coiiieie ettt e e O Od
Move back and forth with an emery board and do not go too deeply into the corners as this can cause the nail to
SPIIt ANA WEBKEN NAIIS ......c.eceecee ettt ettt ettt et ea et e et eaeete et eaeeteeeeseete et eseeteesessete et eseeteeeessetesnesneseeeeanarnaeas O O
File nails from one side to the other in one direction only or file each nail tip from corner to center...............ccccccceee. ] ]
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Fingernail Care - for you to successfully demonstrate this skill you need to (continued):

YES NO
Cuticles act as a barrier to infection. DO NOt CliP CULICIES.........coiiiiiiiiieie e O O
Finish with nails smooth and free Of FOUGN @AGES .........c.oovie ettt O Od
(071 =Yg (oY= To) oL VAo i )2 TSROSO O O
Empty, clean water bowl(s), store equipment, dispose of used linen(s) and trash appropriately
and leave the table dry at completion Of ProCEAUIE............ ..o e ] ]
REMOVE GlOVES, WASH NANAS ........cveiuieieiieeeeeee ettt ettt ettt te et e e ete et e e eaeeteeeeaeete s eaeete s eaeeae s eeeete s eaeetennereeeens | O

If a client has a circulatory problem or diabetes, a Home Care Aide should not use
an orange stick on the client’s fingernails.

For the HCA skills test the client is sitting at a table while this care is provided.
Foot Care - for you to successfully demonstrate this skill you need to:

YES NO
Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice SKills.............cccccconiiiiiiiinicciee, U ]
Wash hands and PUE ON GIOVES .........c..oueiuceieeeeeeeeeee ettt ettt et e et te et et e e et et ete et easeseetesseaeeteseseseeneeaeeeesenseennes O O
Inspect the client’s foot carefully before starting the procedure by checking between the toes and the
heels of the foot. Inquire whether the client has any pain or sensitive areas before beginning............ccccccceeeieinnneen. O |
Put water in basin, filling it No less than Nalfway fUll..............ccooi oot O Od
Ask client if water temperature is comfortable before foot is completely submerged. Adjust if necessary ................... O |
Put the client’s foot completely iN the WALET ...............ccc.oiieieee ettt ee et ee et ee e te e eaeeae e re e | O
Supporting foot and ankle properly throughout procedure, remove foot from water, wash entire foot,
including between toes, with soapy washcloth. Keep water in basin soap free for use as rinse water by:
(1) washing foot with washcloth with soap applied directly to the washcloth instead of adding soap
into basin of water; or (2) using two separate basins of water: one for washing and one for rinsing ............... O |
Be sure to add the soap to the wet washcloth rather than directly in the water.............ccoooiiiiiiiiiii, O |
Wash client’s entire foot including between toes with soapy washcloth after soaking.............cccooccviiieiiiiiiciiiiiee e, O |
Rinse to remove soap from foot and in DEIWEEN T0ES .........c.ccoiiiiiiiiiiie e e e e e O |
Prior to cleaning dirt out from under client’s nails, gently pat their foot dry including between their toes ...................... O |
Clean under nails with orange stick. Wipe orange stick on towel after cleaning each nail .................coii ] ]
Groom nails straight across with file or emery DOard ... ] ]
Move back and forth with an emery board and do not go too deeply into the corners as this can cause the nail
10 SPIIt AN WEBKEN..........c.eoeeeeeceeete ettt ettt ettt et ettt et e e et e e et e eae et e e e se et e s eae et easeseetenseseeeesese et enseaeeeesensennann O O
File nails from one side to the other in one direction only or file each nail tip from corner to center..............ccccvveeeee. O |
Cuticles act as a barrier to infection. DO NOt ClIP CULICIES.........coiiiiiiiiii e O |
Finish with nails smooth and fre€ Of FOUGN @AGES .........c.oovie ettt O Od
Ask if client would like lotion applied. If so, put lotion in your hand and apply lotion to the client’s
entire foot making sure not to put lotion in-between the toes. Remove excess lotion (if any) with towel...................... ] ]
Assist client to replace SOCKS @NA SROES .........c.cviuiiiieeee ettt ettt e et e ae e s te e e e e eaeete e eeenen O O
Empty, rinse, wipe bath basin, and return to proper StOrage ......... ..o ] ]
Remove gloves and WASH NANAS ..............ooo oottt e et eeeteete e teeae e aeete e eaeeae e ereeeens O O

If a client has a circulatory problem or diabetes, a Home Care Aide should not use
an orange stick on the client’s toenails.
For the HCA skills test the client is sitting in a chair while this care is provided.
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The following are general tips when helping a client with nail care:

YES NO

Inspect your client’s feet and hands regularly for changes in color (especially redness), temperature, blisters, cuts or
scratches, cracks between the toes / fingers, or other changes. Document and report any swelling or redness

you notice around the area. Always verify the client’s care plan prior to performing nail care............c...cccccviieeeeenins O |
Monitor minor cuts and KEEP thEM CIBAN. ..............c..ceoe ettt ettt et ee e te e teeae e eaeeae e ereeae e ere e O O
Do not put lotion in-between the toes — the lotion causes moisture that promotes fungal growth .............cccccoooeinnnnen. O |
Do not cut down the corners of a client’s nails or dig around the nail with a sharp instrument for any client................. ] ]
Smooth, clean nails provide comfort and safety for a client. Jagged or sharp nails can catch and tear on
clothing and may cause injury to the toes / fingers. Always handle a client’s feet and hands gently and carefully ...... O |
Assist Client with a Weak Arm to Dress - for you to successfully demonstrate this skill you need to:

YES NO
Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice SKills.............ccccccovmiiiiiiiiiiiicnee, U ]
Ask client What they WOUI IKE 10 WA ..............ceieie ettt ettt e e eee e e et e aeeete et eneeseeeteseesreens O Od
Put on all items, moving client’s body gently and naturally, avoiding force and over-extension of limbs and joints ...... ] ]
Assist client to put the weak arm through the correct sleeve of the shirt, sweater, or slip before placing
garment on the unaffected side. Place shirt sleeve over weak arm before putting on non-affected arm...................... O |
CUE ClIENE WIth AIESSING ....eeeiee ettt ettt et e et e e ee et e e st e e ee e e e eaeee e e e e eeeseeenean e O Od
Ensure client is sitting when putting feet and legs into pants and when assisting with non-skid footwear .................... O |
Provide support to client when pulling up and Securing Pants...........coooii i O |
Finish with client dressed appropriately (clothing right side out, zippers / buttons fastened, etc.).........ccccccocviiiinnns ] ]
WASH NANAS .....ocveie ettt ettt bbbt et s e se s st s s s s b s es s s e e s sttt ettt s s e e s st s s st s esernns O O

For the HCA skills test the client is able to stand. The client is wearing a T-shirt and underwear and needs to be dressed in
a shirt, pants, socks, and shoes. The client will be dressed over their own clothing.

Put a Knee High Elastic Stocking on Client - for you to successfully demonstrate this skill you need to:

YES NO
Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice SKillS............cccccovieiiiiiiiiieiee e, O |
Prepare stocking for application by turning stocking inside out, at least to heel area.............cccccceeeiiiicc e, O |
Place foot of stocking over toes, foot, and heel, moving client’s foot and leg naturally, supporting
extremity and avoiding force or over-extension of limb and JOINtS ..........ooo i O |
Pull top of stocking over foot, NEEI, @NA I8 ..........ceieeeeee ettt ettt te e te e teete e eeete e eaeeae e ere e O O
Make sure stocking is smooth, with no twists or wrinkles, and is not too tight over the client's toes..................c.cccee | O
Complete application of stocking over foot with the toes and heel in proper position per stocking design.................... ] ]
Leave stocking raised to knee and wrinkle free |
WESH NBNAS ...ttt ettt ettt et et e e et e et et a e et et et et et e e e et et n ettt e et et et et et et e et et et et tete e e erennen ]
For HCA skills test the client is lying in bed while this care is provided.
Passive Range of Motion for One Shoulder - for you to successfully demonstrate this skill you need to:

YES NO
Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice SKills.............cccccconiiiiiiiinicciee, U ]
While supporting the limb through the following exercises, move joint gently, slowly, and smoothly
through the range of motion to the point of resistance. Stop if pain OCCUIS...........cooiiiiiiiiiiiii e, |
Ask the client about their comfort level throughout the exercise. Stop if pain occurs |
Support client’'s arm holding under elbow and wrist, while performing range of motion for shoulder .................c.......... O |
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Passive Range of Motion for One Shoulder - for you to successfully demonstrate this skill you need to (continued):

YES NO
Raise client’s straightened arm toward ceiling, back towards the Head of Bed (HOB) and return to
a flat position as one repetition (shoulder flexion / extension). Repeat at least three (3) times U ]
Move client’s straightened arm away from side of body towards HOB and return client’s straightened arm
to midline of client’s body as one repetition (shoulder abduction / adduction). Repeat at least three (3) times............ U ]
Place client’s flexed elbow at client’s shoulder level, rotate forearm toward HOB and rotate forearm
down towards hip. Repeat at 16ast three (3) IMES ........coiviiiee oot O Od
WESH NBNAS ...ttt ettt ettt et et e e et e et et a e et et et et et e e e et et n ettt e et et et et et et e et et et et tete e e erennen 1 O

For the HCA skills test the client is lying in bed while this care is provided.

Passive Range of Motion for One Knee and Ankle - for you to successfully demonstrate this skill you need to:

YES NO
Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice SKills.............cccccconiiiiiiiiiniicc e, U ]
While supporting the client’s limb through the following exercises, move joint gently, slowly, and smoothly
through the range of motion to the point of reSISTANCE ............eiii i e ] ]
Knee: support the client’s leg at knee and ankle joints, while performing range of motion for knee ................cc.......... O O
Ask the client how they feel during the exercise. Stop if PAIN OCCUIS ..........ooiiiiiiiiii e ] ]
Bend the knee back to the point of resistance and then return leg flat to bed (followed by straightening
knee as one repetition — knee flexion / extension). Repeat at least three (3) times ..........ccocceviiieiiiiiiiie e, O |
Ankle: support foot and ankle while performing range of motion for ankle ... O |
Push the foot forward towards the leg, and in a separate motion push the foot pointed down toward
to the foot of bed as one repetition (ankle flexion / extension). Repeat three (3) times.........coceiviiiiiiii e ] ]
WESH NBNAS .....ooeeececeece ettt ettt a ettt ee et a et et ae et et et et et e st et et et et a e et et et et et et e et et et et et ete e e erenn e 1 O

For the HCA skills test the client is lying in bed while this care is provided.

Assist a Client to Eat - for you to successfully demonstrate this skill you need to:

NO
Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice SKillS.............cccccoiiiiiiiiiiiee O
Ensure client is sitting upright in chair before assistance begins .....................ccccccc i, |
(01 (=T ol 1101 &= Wed (o1 i g 1aTo I o] (] (=Tex (o] LU PRRPRTRPP |
Sit at client’s eye level to assist the client to eat ]
Offer food in bite-size pieces, alternating types of food offered or ask client’s preference for each bite ]
Offer a beverage to the client during the MEal ............cooiiiiiii i e e e e e e e |
Make sure the client’'s mouth is empty before offering the next bite or sip of beverages ...........ccccccovviiiiiiiiiiicinne. |
Engage client in conversation throughout the Meal............ ..o ]
Wipe food from client’s mouth and hands as necessary and at the end of the meal.............c.coo i, ]
Remove clothing protector, if worn, and dispose of in proper container |
Remove leftover food...........ccccveveceeveeereeeeeeene, ]
Leave table clean, dry, and clear of food items O
WASH NANAS ..ottt ettt ettt et ettt e e e et et e te et eaeeae et e e e te et eat et s et et eae et et eae et et eae et et ean et et enneeenen ]
For the HCA skills test the client is sitting at a table when care begins for this skill.
Assist a Client with a Bed Bath - for you to successfully demonstrate this skill you need to:

NO
Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice SkKills.............. O
PUL ON GIOVES ...ttt O
Remove or fold back top bedding. Keep client covered with bath blanket or top sheet |
ReMOVE ClIENT'S GOWN / SIEEPWEAN .......coiiiiiiiiiii ettt e e et e e e e e e s s e e e et e e e nnee e e s neneee s ]
Ensure the water temperature is safe and confirm with the client it is at a comfortable temperature for them.
AGJUSE I MECESSAIY ...ttt ettt et ettt e et et e e e e e e e e e e e e nee e eenea e e eenaen O Od
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Assist a Client with a Bed Bath - for you to successfully demonstrate this skill you need to (continued):

YES NO
Keep water in basin soap-free for use as rinse water by: (1) washing with washcloth with soap applied
directly to the washcloth instead of adding soap into the basin of water; or (2) using two separate
basins of water: one for washing and 0N fOr FINSING .........ciiiiiiiiiiiii e e e e e eae e O |
Replace water anytime it gets Soapy, COOI, OF AIMtY ... s O O
Place a dry towel behind the Client’S NEAA / NECK ..........cc.cerieuiiieiieiiiiesieie ettt sttt re e O O
Wet washcloth (no soap) and begin with eyes. Use a different area of the washcloth for each eye,
(V=] el T aTo T =T g (o TN o T U (=Y oo o =Y PP PSPPIt O
Wash the rest of the face, ears, and neck using soap (if the client prefers) |
Rinse, dry area with a towel — pat, don’t rub O
Expose one arm and place a towel underneath it. Support the client’'s arm with the palm of your hand
underneath the client’s elbow. Wash the client’'s arm, shoulder, and armpit. Rinse and patdry..........cccccccoeeiviininenn. O |
Place the client’s hand in the water basin. Wash the client’s hand, rinse, and pat dry. Repeat with the
OthEr @M @NA NANG ........coiiieiiie ettt ettt e ettt et ettt e te e et e et e eeeseeteeeeaeete et eseeteesesseaessessetessessetesseseesesnesnare e O O
Wash, rinse, and pat dry the client’s chest and abdomeEn ............oo e | O
Uncover one of the client’s legs and place a towel lengthwise under the foot and leg. Bend the knee
and support the leg with your arm. Wash the leg, rinse, and pat dry............ccco O |
Slide the client’s foot into the water basin. Wash the client’s foot, rinse, and pat dry. Repeat with the
LYo TR T aTo IR o T | AP O O
Assist the client to turn on their side, away from you. Place a bath blanket or towel alongside their back
Wash the client’s back and buttocks, fiNSE, @Nd PAt AIY..........c.oviiieeie ettt O O
Assist the client to their back. Provide privacy and let the client perform their own perineal care (if able);
if NOt, this task is COVEred SEPAratelY..........oo ittt e e e e e e e e e et e e e e e e e e e e nnnreeeas ]
Leave client covered with top sheet and/or blanket at the end of care...........ccoooeei i ]
Remove bedding that may have gotten Wet ... ... s |
Place soiled clothing and linen in Proper CONTAINET ....... ... s |
Empty, rinse, clean, sanitize bath basins and return to proper storage ]
Remove and dispose of soiled gloves ]
WESH NBNAS .....ooeeececeece ettt ettt a ettt ee et a et et ae et et et et et e st et et et et a e et et et et et et e et et et et et ete e e erenn e ]

Assist with Perineal Care - for you to successfully demonstrate this skill you need to:

YES NO
Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice SKillS.............ccccooiiiiiiiiii e O O
Fill basin with water, use water that is a safe and comfortable temperature for the client. Adjust as requested .......... O |
Wear gloves while providing perineal care, while rinsing and drying equipment and handling soiled linens................. ] ]
Protect client’'s bedding from getting wet with a towel or disposable bed pad...........cccoeeiiiiiiii ] ]
Uncover the perineal area. Make sure the client’s privacy is maintained .............cccccoviieiii i, O |
Keep water in basin soap-free for use as rinse water by: (1) washing with washcloth with soap applied
directly to the washcloth instead of adding soap into the basin of water; or (2) using two separate
basins of water: one for washing and 0ne fOr FINSING .........ooii e e e e ] ]
Gently wash entire perineal area with a soapy washcloth. Use a clean area of the washcloth for each
stroke. Clean from front to back of perineal @rea ................oooiiiiiiiiii e O |
Rinse entire perineal area with a clean washcloth. Use a clean area of the washcloth for each stroke.
Rinse from front to Dack Of PEMNEAI @rEa ..............oviueieee oottt ee e O Od
Gently pat dry perineal area, moving from front 10 DACK.............oiiiiiiiiii ] ]
Assist client with rolling to side. Make sure client is a safe distance from the edge of bed............................... O |
Wash, rinse, and pat dry buttocks and peri-anal area. Use a clean area of the washcloth for each stroke.
Wipe from front to back to avoid contaminating the perineal area.................ccccviiiiiiii i |
Replace bed pad or bottom Sheet, if NECESSANY ........o et e e e e e e e e e eeas ]
Minimize exposure of the client’s body during the pProCedure.............ooooiiiiiiiiie e |
Leave client covered with top sheet and/or blanket at the end of care.............cccccooviiiiiii i |
Remove soiled or wet washcloths, towels, bed pads, bedding, or clothing. Dispose of in proper containers ]
Remove and dispose Of SOIEA GIOVES ...t e e e e e e e e e e e e e naeeeeeaaeeas ]
LAY =TT OO ]

For the HCA skills test the client is a female mannequin. The client is lying in bed while this care is provided.
This skill will be performed using soap and water not wipes.
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Catheter Care - for you to successfully demonstrate this skill you need to:

YES NO
Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice SKills.............ccccccoviiiiiniiiiniccnee, U ]
Test water temperature in basin. Determine if water temperature is safe and verify with client it is comfortable
AJUST I NMECESSAIY..... ettt ettt et e e et e e et et e et e e ee et e et e ee et e e ee e et e e et e e aen e O Od
Keep water in basin soap-free for use as rinse water by: (1) washing with washcloth with soap and apply
directly to the washcloth instead of adding soap into the basin of water; or (2) using two separate basins
of water: one for washing and 0N fOr FINSING..........oiiiiiiiii e e e et e e e e e et r e e e e e e easreees O |
Minimize exposure of the client’'s body dUMNG Care......... ..ot a e e e eeeeas ] ]
Wear gloves, before handling catheter, tubing, urinary drainage bag or beginning cleansing and throughout
the procedure while providing catheter care, while rinsing and drying equipment and handling soiled linens............... ] ]
Position client a safe distance from the edge of the bed if turned on side during care ...........................cccene O O
Place towel or pad under catheter tubing before washing as to not get client’s sheets or clothing wet
AUIING CLEANING ...ttt ettt ettt e et et et e et e e e et e et eseeteeeeseete et eseeteeeeseete et eseeteeaessete et esseteeaesseteeaesneseseesnatnaens ]
Uncover area surrounding Catheter ONlY ........ ...t e e e e e e e e e e e nnereeeas ]
Use soapy washcloth to cleanse catheter |
Change spot on washcloth for each washing and rinsing stroke. Do not tug catheter. Hold catheter
near opening where it enters the body to avoid tugQING it ... e ] ]
Clean at least four inches of the catheter nearest the opening of the urethra, moving from the opening
downwards away from the body. Use a clean area of the washcloth for each stroke ............cccocociii ] ]
Using a different washcloth, rinse at least four inches of the catheter nearest the opening, move from the opening
downwards away from the body, using a clean area of the washcloth for each stroke ............cccccceiiiiiiiiiiiie e, |
Pat dry any area of client’s skin that may have gotten Wet...............ooiiiiiiiii e O |
Leave skin areas that become wet during care and bed sheets dry at completion of care ...........ccccoooiiiiiiee. ] ]
Keep the urinary drainage bag positioned lower than bladder throughout care and at the end of the procedure.
Make sure there are no kinks in catheter tUDING. ... ... s O
Dispose of towels and other items in proper containers |
Leave client covered with top sheet at the end of Care...........oooo e ]
Remove and dispose of gloves and Wash hands ..............eooiiiiiiiiii e |
For the HCA skills test the client is lying in bed while this care is provided.
Condom Catheter Care

YES NO
Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice SKillS............cccccevieiiiiiiiiiiiiee e, O |
Put on gloves |
Uncover genital area only |
Wash and dry penis carefully, CUt IONG NAIIS ...........uiiiiiie et e e e et e e e e e e st bae e e e e e e e eanes |
Observe skin Of PENIS FOr OPEN @IEAS........cciiii i e ettt e e e e et e e e e e e e e satb e et eaeeeasantbaeeeaeeeesnnsrenes |
If sores or raw areas are present, do not apply condom |
Put skin adhesive over penis................. ]
Roll condom catheter over penis area ]
Attach condom to tubing. Check that the tip of the condom is not twisted.............ccoo i ] ]
Secure tubing to the client’s leg. Ensure bag is below the level of the bladder ..............cccooiiiii ] ]
Remove and dispose of gloves and wash hands ... ] ]
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Medication Assistance - for you to successfully demonstrate this skill you need to:

Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice SKillS............cccccevieiiiiiiiiiieiee e, O
Check client’'s medication schedule ...

Remind the client it is the scheduled time to take their prescribed medication....
Select the correct medication bottle, labeled with client’s name............................

Take the medication container from where it is stored, look at the label, and verify the 5 Rights -
medication, client, amouNt, rOULE, AN tIME ........oooue et e e e e e et e e e e e e e e et e e e eaa s e naaeeenanss

Open the container, look at the label and verify the 5 Rights again ...........ccccoviiii i
Pour the medication from the bottle to the lid cap without touching medication

Give client the correct number of pills by pouring them from the lid cap to their hand without
tOUChING the MEAICALION ... ettt et e e e oottt e e e e e e et beeeeeaeeeantbeeeaaaeeaaansanneaaaeaeaannns

Cue client to take medication

Assist the client to take medication without having your hand over the client’s hand or tipping
the client’s hand to place pill(s) into the client’s mouth, or placing the pill directly into the client’s mouth ..... O

Offer the client a full glass of fluid (for oral MediCatioNS)...........oo i
Observe and make sure the medication is taken. Ask client or check if medication is swallowed..................

Close the medication container and put it back in the appropriate place; verify the five (5) rights again
Document that the client has taken the medication. If they have not, document that too...........cccccoiiiiiiie
AT T o =1 o T £ O PO UPUPPPPPPRN
For the HCA skills test the client is sitting a table while this care is provided.

OO0O0000O OO OO0 OoOooOods

Assist Client with use of Bedpan - for you to successfully demonstrate this skill you need to:

<
m
w
Z
®)

Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice SKillS............cccccvieiiiiiiiiiiiee e, O
Before placing bedpan, lower the head of the bed ........ ... e ]

Wear gloves to place bedpan correctly under client’s buttocks (standard bedpan: positions bedpan so wider end
of the pan is aligned with the client’s buttocks; fracture pan: position bedpan with handle toward foot of bed).
Have client bend knees and raise hips (if @bIE) ........o i

Raise head of bed after placing bedpan under the client
Put toilet tissue within client’'s reach..............ccoocc s
Ask client to let you know when they are finished
Offer to cover client with @ bed sheet or DIANKEt ... e
Lower the head of the bed before removing the bedpan
Put on gloves before removing the DEAPAN ...........ooiiiiiiii e e e s e e e e e e e e earraee s

Remove bedpan and empty contents into t0IEt ...

Provide perineal care (follow checklist ProCeAUIES) ........ .. it a e e e e e

Clean and sanitize equipment as per protocol. Return to proper Storage............ccovevuiiieiieeiieiiiiiiiee e O
Remove and dispose of gloves and wash hands ... ]

oooood OoOodo

Shave with a Safety Razor - for you to successfully demonstrate this skill you need to:

USE S.WLLPLE.S. SKill...eeeoeeie ettt e e ettt e st e e e s e bt e e e e bt e e e e nee e e e an bt e e e anteeeennteeeeanneee s
PUL ON GIOVES ...ttt oottt e e oo oottt e e e e e e e e a e h e et eeae e e e asbeeeeeaeee e nnaseeeeaaeeeannsseeeaaeeeaannsreneas
Ask client if they wear dentures. If so, make sure they are in their mouth
Wash face with warm wet washcloth.............c..o s
Apply shaving lather to the area to be shaved
HOIA FAZOT SECUIEIY ... s

Hold skin taut with free hand and shave with smooth even movements in direction of hair.................ccoocc . ]
Rinse safety razor in warm water between strokes to keep the razor clean and wet ..., O
Shave sides first, then N0SE AN MOULN ........oooiiii ettt e e e ettt e e e e e e e e e e e e e e e eeasaneeeaeees |
Wash, NS, AN AFY fACE..... ... i ettt e oottt e e e e e e ettt eeaa e e e e nebeeeaaaeaeansaeeeaaaeeaaansanneeeaeaeaanne |
Clean and puUt @Way EQUIDIMENT ... ... it e et e e e e e e e e e e e e et eeeeeeseassaaaeeeaeessassssseeeeaeesassssransaaeeeaannsrenes O
Remove and dispose of gloves and wash hands ... ]

OO0O0O00O0O00O0O00O0Os
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ﬂ-'ﬁ’fﬂép%n.{u};&;; Skills Practice Procedure Checklist for Home Care Aides
! e DSHS Approved
Verification of HCS On The Job Skills Practice Training
Provided by Facility Instructor(s) in an AFH, ALF, or ESF

This page must be sent to the DSHS Training Unit for each Home Care Aide candidate who
has completed On-The-Job skills training at your facility.

Email, this page only to the TrainingApprovallTPA@dshs.wa.gov inbox. Enter “Facility On-The-Job
Training” as the subject line.

has successfully demonstrated, while working with a client, in

NAME OF STUDENT
the presence of an approved DSHS facility instructor, all critical steps required for personal care
tasks included on this procedure checklist.

FACILITY NAME FACILITY TRAINING NUMBER

WA
INSTRUCTOR’S SIGNATURE PRINT INSTRUCTOR’S NAME INSTRUCTOR’S TRAINING CODE NUMBER
STUDENT’S SIGNATURE PRINT STUDENT’S NAME DATE OF COMPLETION

Please Note: All skills tasks must be taught by an approved facility instructor and demonstrated by the
Home Care Aide worker/employee. When needed, if no client is available or no client agrees
to participate in a particular skills training procedure, home care aide skills performance may
be evaluated by using a mannequin or training partner.

This page is not required to be completed and sent back to DSHS if home care
aide skills training was taught by a DSHS contracted Community Instructor in a
skills lab.
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	Follow the Centers for Disease Control and Prevention (CDC) guidelines to identify when to use Personal Protective Equipment (PPE) and for donning and removing PPE - to successfully complete these skills, follow the link below to review and practice all current PPE protocols with your skills instructor.  
	 Using Personal Protective Equipment (PPE) | CDC  

