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Transforming lives

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 Revised Fundamentals of Caregiving curricula or other approved training
materials. We have bolded checkpoints in this procedure guide 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. Hawe fun and happy training!
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Please Note: Allskills 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.
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Washington State Department of Health Home Care Aide Exam Preparation Materials
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Common Care Practices -for you to successfullydemonstratethis skillyou need to:
NO

Identify yourself to the client w hen beginning care O
Use infection control measures and standard precautions to protect the client and yourself through procedures.......... O O
Promote client’s social and human needs throughOut ProCEAUIES ..........cociiieiiiiie it O O
Promote client’s rights throUghOUL PrOCEAUIES ..........cviviviveeieieeeeeeeeeeete et e ee et ee et ee sttt ee et es s eestete s seeteseesseaterens O O
Promote client’'s safety throughOUTL PrOCEAUIES ..........uiiiiiiie et e e e e et e e e st e e e anbae e e aseaaearaeaean O O
Promote client's com fort throughOUL PrOCEAUIES .........ciiiiie ittt s e e e e e e st e e e st e e e s baeeeaseeaeasnneean O O
Leave common use items w ithin client's reach at end of care, e.g., phone, glasses, remote,
HISSUES, GIASS OF WALET) .....eeevceeee ettt et ae et et e et eteae et et et easeeeteteaseeeteteseeestesessesssesessesetesessasesesessesetesnssesetesessesatese s aees O O
Promote client’s safety throUGNOUL PrOCEUUIES ...........c.ccueueveueeeeeeeeeeete ettt eaeaeaceca s aeas s s ssssas s s s s s s s s s s enen s s e O O
Communication and Client Rights - for you to successfullydemonstratethis skillyou need to:

YES NO
EXPIAIN WAL YOU GIE GOMNG ....veveeeeveveveeeeeeteteeeeeeteteeet et ete s st etese s ssetess s ssstess s ssetes s s seetesenssestesessasstesessesstesessasatesessasaeetessssseasesens O O
Speak SIow ly, Clearly, aNd FESPECLIUIY .........ccveviverereeeeeeteeee et et e e et e e e e et et e e et eteeseestetessesststessessessessesseetesssseesesessessnsesasases O O
Engage client and ISTEN @B NTVEIY............cccviveueeeereeeteeetetete e e e et e et ee st et et s e sesteteassesteteasessteteseesstesessesstesessesaeesessesssaserens O O
ODSEIVE CENT FOr CRANGES .....vvevceee ettt ettt e ettt e et et et e e st et et e e es et et easaeeteseasasstetese et stesessesatetessesatasessasseesessasasanes O O
Support client’s choiCe aNd INAEPENUENCE ...........ceeevevivereeeeeteeee et e e et et e e st et e ee st teeesteteseesststese s stetessssestesesssssesesasans O O
RESPECT CIENT'S NEEA FOF PIIVACY ....veveeeeviveteereeeteteeeetetetee et ete e e st et e se s st et ese s st et et s s sssteteassestetessesstetessesstesessasstesessassaesesesasaserens O O
S.W.IL.P.ES. -foryou to successfullydemonstrate this skillyou need to:

YES NO
Gather SUPPIIES DEFOre STAIING TASK ........c.eveveveeeecececeeectcecececece e caeceeeee e e s s s es s es s en s esesesen s enesesesesesesesesesesasasesesesesesasesasanas O 0O
Wash your hands before CONtact With @ CHENL .............c.c.ovoviiiiieeieeeeee ettt e ettt ettt et eteteteaeeetesesesesesesesesnsnseens O 0O
Identify yourself by teling the ClIENE YOUE NAIME ..........c.ciieeeeeeeeeeee ettt ettt ettt te et eeans O 0O
Provide privacy throughout care with @ curtain, SCreen, OF BOOK .........ciiii it sae e e eneeeeneas O O
Explain what you are doing FOr the CHENT...........cveiiieiee ettt sttt r e e st es s st et ese s saeteseenseaterens O O
Scan the area to be sure everything is backin place after the taskis dONE ........ccccocviiiiiiie e O O
Hand Washing - for you to successfullydemonstrate this skillyou need to:

YES NO
Make sure supplies are within easy reach so no contaminated surfaceis touched
ENTOUGNOUL TAS K ...vve vttt ettt ettt ettt ee ettt ee st et et e s et et ese s et et ese s stetess s eeetess s seesese s eeetese s st esese s atetese et etenesessetenesenensens O O
TUIN ON W AIM W AEET A SINK ......vveveeeeeeee ettt te e tetetetetetetetetetetesetesesesesetesesesetesesesesesesesesesesesesesesesesesesesssesnsesesnsnsnsnsnsnsnss O O
Wet hands and WEISES tNHOTOUGNIY ......cvoviieiieeeceeeceeeee ettt ettt ettt e sttt ees s st et ese s seet et e s stetes e s saater et seateseanans O O
oo YYo= 1o T (o TN 1= 4T LR O O
Lather all surfaces of fingers and hands, including above the wrists, producing friction for
at least 20 seconds, keeping fiNgers POINTEA AOW N.....iiii i e e e e sbee e e snreeeaneeas O O
Thoroughly rinse all surfaces of hands and w rists w ithout contaminating hands
(keeping fINGErs POINEA AOW N ......c.c.cveieeieeeeeeeceetete et te et e ettt s e e sesesescsessscassesessssssssssssss s s s s esss s s esesesesasesesasasasasesasasas O O
Use clean paper tow el(s) to dry all surfaces of fingers, hands, and wrists starting at fingertips ........cccccevevvveviieeiiineennns O O
Use clean, dry paper tow el or clean, dry area of paper tow el to turn off faucet w ithout
CONAMINALING NANAS .......oovevie ittt ettt s ettt eese st et es et st et e esee st et ees et st et ese et st et essesseetes e s stasess et aeatess st steseseseatesesnssatennens O O
Dispose of used paper tow els in w astebasket immediately after shutting off faucet..........cccoovevciee i, O O
End procedure with clean hands avoiding contamination (e.g., direct contact w ith faucet
controls, paper tow el dispenser, SiNK, OF traSh CAN)........cii i e e s e e s nree e e nnees O O
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Put on Gloves - for you to successfullydemonstratethis skillyou need to:

NO
Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice Skills O
Wash your hands before contact With QIOVES ..ottt et e et e st e e aeeanaeeaneans O
Check each glove for holes or other deterioration Before USING..........coiuieiiiiie i O
Grasp glove at cuff and PUIl ONEO AN ..o e e e s b e e s bt e e e s bt e e e s bbe e e e nnbeeeenneees O
Grasp other glove at cuff and pull onto other hand O
Check to make sure gloves fit snugly over each finger O
Take off Gloves - for you to successfullydemonstratethis skillyou need to:
YES NO
With one gloved hand, grasp the other glove just below the cuff on the outSIde .........ccceeiiie e O O
Pull glove dow n over hand SO itiS INSIAE OUL..........c.c.iveeerieireeee et et e ettt es et st se e s eetes s s eeesese s seetesessseaterens O O
Keep holding removed glove with gloved hand and crumple it iNto @ ball.........ccccooiiiiiiiiiin e O O
With tw o fingers of bare hand, reach under cuff of the SECONA GIOVE.........oiiiiiie i e O O
Pull glove dow n inside out SO it COVErS the fIrSt GIOVE ........uii i e e e beee s O O
Remove gloves, wash hands, and dispose of gloves N traSh Can ..o O O

Prior to practicing putting on and removing Personal Protective Equipment (PPE) review with your instructor Residential
Care Services (RCS) Guidance for Infection Control Essentials.

YES NO
INfection CONErol ESSENTIAIS ..cuuiruiiteitieit ittt et et e e et e et e et e et e et e et e e e et s e an e e eenneeneeen O O
o o =S T=Te [V =Y 4 Lol PR O O
Putting on Personal Protective Equipment - for you to successfullydemonstratethis skillyou need to:
YES NO
1. Gown
e Fully cover your torso from neck to knees, arms to end of wrists and w rap around your back.............c.cccceevvenne. O O
e Fasten in DACK OF NECK ANA W AIST...........cevevivereeeereeeteeeteteteeetetete e st st ese e ssetess s ssetese s ssstesessastesesstetessesesatesensaeasesensans O O
2. Mask or Respirator
e Secure ties or elastic bands at middle of head and NECK ...........ccoviiiiiiiii s O O
e Fit flexible Dand t0 NOSE BIIAGE ........c.ceeeeeieeeeeeeceeeeeeeee ettt ettt ettt et e e ans O 0O
e Fit SNUQ O fACE AN DEIOW CRIN......ovvivieieieieiececececeeececee ettt ettt ettt ettt e et e et e e st e ae s e te e ee e seens O 0O
L oY1= (Y] o1 L) GO O O
3. Goggles or Face Shield
e Place over face and eyes and AQJUST 10 fil...........c.cciereeriireiieeieeeeeeteee e tetee st s st eseesse st s eeesteteteessestesesssnsterensans O O
4. Gloves
e ExXtend tO COVEr W riSt Of ISOIALION GOW NM......covivivceirieetceeeeeeetceeeeete et et etets s es et et e s st st eseassssteseassssteseesssstesenssestereneans O O

Use of safe work practicesto protectyourself and limitthe spread of contamination

o Keep hands aw ay fromface
e Limit surface touches.........ccocov i

e Change gloves w hen torn or heavily contaminated
L =T a ol g g gl = TaTo B 01V 11T o ISR

ooond

Remove PPE in the following sequence: Remove all PPE before exiting the client’s room except arespirator,ifworn.
Remove therespirator afterleaving the client’s room and closing the door:

Follows Example 1 YES NO Follows Example 2 YES NO
Gloves Gow n and gloves
Face shield or goggles Face shield or goggles
Gown MaSK OF F@SPIFALON ....cveevveveveerereeereereseteeeeeeereee s O 0O
MaSK OF FESPIFALON ........veveveerevevererereeereeeseteeeeeesesenns O 0O
AssistaClient to Walk - for you to successfullydemonstratethis skillyou need to:
YES NO
Use S.W.L.P.E.S. Communications / Client Rights and Common Care Practice SKills ...........cccooriiiiiiiiiiiiieeieeee, O O
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Assist client to put on and properly fasten NON-SKid FOOIMW A ..........ccuiiiiiiieiiiie e e e e O
Stand in front Of @NA FACE CIIENT..........oi et h e bttt e bt e bt e sab e e sabeesbneenbeeenbeeen O

Explain w alking destination before client begins W alKiNg ...........cociiiiiiiiieiie e e e sraea s O
Place transfer belt (if needed) around client’s w aist, assist client t0 StaNd .........ccccccveeiiiiii i O

Prepare client for standing by positioning knees at a 90 degree angle with feet flat on the floor ..........ccccocvveviiieiiinens O
Have client lean forw ard on the chair seat before standing ... O
Cue client to push up with arms from Chair tO STANG .........cuiiiiiiie e e e e s e e s nree e e nneeas O
Ask how client feels after standing or W hile W alKing .........coouiiiiiiireiiee e e e s e e e snaeeeesneeeeesneneeeanes O
Walk slightly behind and to one side (w eaker side, if any) of client for the full distance,

w ith hand supporting client’s back or if used hold on to the transfer belt O
ASSISt ClIENt t0 WHEre theY Are GOING ... .eieieiiiie ettt ettt et e sttt e ettt e bt e e beesaeeeeaeeesseeabeeanbeesmneaanseeaneeaaseeanseaans O
Cue positioning before client sits, with legs centered against seat of chair for safe Sitting ..........cccocoveriiiiii e O O
Cue client to reach for Chair DEFOIE SIEING ........c.c.ceeeeeeeeeeeeeeteeeee et e ettt eee et ae et ese e e aeteseesstetese s esetesesseesesensananns O O
Place hand on client’s arm, back, w aist or, if used, hold transfer belt w hen client sits. Remove transfer belt................ O O
Leave client sitting safely in chair with hips against the back of the seat ..........c.cccoovii i O O
WASH NANGS ...ttt ettt ettt ettt ettt et e s s eseseeeseseseseaesesesesesesseeseseses e s e sesssnsssnssss e ss s st s s s st s as st et s s s aras O O

For the HCA skills testthe client does notuse assistive devicestowalk. The clientis seated in a chair when care begins.

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

YES NO
Use S.W.L.P.E.S. Communications / Client Rights and Common Care Practice SKills ...........ccoooviiiiiiiiniiinieieeeee, O O
Position chair or w heelchair close to bed w ith the arm of the w heelchair almost touching the bed .............ccccocoeiie. O O
LOCK WHEEIS ON WHREEICRIT ..ottt a e s s ss s s s s s s s en s s s en s s s esesesesasesasesesasasasesenas O
FOIA UP OF FEIMOVE FOOLIESTS ...ttt ettt ettt ettt e bt e ea b e e eab e e eateeeae e e et e e beeembeeemseeemeeaemeeebeeemseeemteeanseaanneeanneennns O
Assist client to roll tow ard side of bed O
Provide support holding behind client shoulders or back and hips, assists client to a sitting
(07011 T 4 ISR O
Assist client to put on non-skid footw ear O
Make sure clients feet are flat on floor before standing O
Apply transfer / gait belt (if needed) over clothing, around client's w aistw ith enough room to allow for
placement of flat of hand only betw een belt and clients body
SEANA BN FIONE OF CHEIE ¢...vvcvcececececece ettt ettt e e e e e e e ee e ee e es e ee e s s es s eseseseseneseseses et et et eseses et esasesasesesesasasesesesesesesesesenas O

Grasp transfer belt on sides or around back w hen assisting client to stand and throughout transfer
Brace one or both of client’s legs with your ow n legs, then cue client to stand .....................

Turn client upon standing so that back of legs are centered against seat of w heelchair
Cue client to hold onto armrests before sitting iN WheelChair ...........c..ooiiiii i e e
Provide controlled gentle low ering into the w heelchair seat....

Reposition client w ith hips touching the back of the w heelchair and makes sure client’s
[oTo o YA TSRr=Y 1o ] g =T ANV o I o] o F= 1 S PP P PSPPI

Remove transfer / gait belt
Position client’s feet on foot rests, lock / unlock w heelchair per client choice and/or safety
Leave client in w heelchair w ith proper body alignment and feet positioned on fOOtrest..........ccoocvvviiiiie i
LVt o I = o PSPPSR OURPTOURTPPR

For the HCA skills test care begins with the client lying in bed. The clientcan stand but is unable towalk. A transfer beltis
used.

Turn and Position a Client in Bed - for you to successfullydemonstrate this skillyou need to:

YES NO

Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice SKillS .........cccccoovveiiiieiniiee e O O

Flatten the head of the bed, if it’s NOt flat AIFEATY ...........c.cvevevieieeeeeeee ettt ee s ee st s s terees e aterens O O

Stand on the side of the bed opposite the direction you plan to turn the Client.........cccceiiiie e O O

CUE the ClIENE T SCOOL TOW AU YOU......vevierieereeieeeeeteeeteteteee et stet s e et et s s e st et eessesteteessesteteesessteseseesstetessasseesesssseateseessessesssasanes O O
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If the client is unable to scoot tow ard you, assist by getting the client's entire body in alignment and near you

SO YOU CAN SAFEIY FOI ThE CHENL .. .eeieiieie ettt sb e e e bt e e e e ate e e e steeeaasteeeeantaeaeantaeeeansanaeasaeaeanns
Place both hands arms beneath the client’s head / shoulders and move that portion of the body tow ard you...............
Place both hands beneath the client’s trunk and bottom and move that portion of the body tow ard you..............cc.e.....
Place both hands beneath the client’s thighs and low er legs and move that portion of the body tow ards you................
Return to the side of the bed you plan to tUrN the CHENT ...........oii e

Place client’s arm on top of their chest and ensure their legs are crossedin the direction you

Will be turning the Client ONtO theIr SIHE ... ..o ittt e he e bt e e b e e s b e e smeeeabeeabeeamseeanneaannean

Place your hands on the client’s hip and shoulder and gently roll the client over on their side tow ardyou

(Tip: make sure there is room t0 Ol the CHENT).....ciiii e bbb e e beee s
Position client a safe distance from the edge of bed when turned onto Side.........ccccveiiiiiiiiiicicne e
Position client in proper DoAY @lIGNMENT .........ooiiiii et sr et e b e b e e sn e sen et e
Head SUPPOIEA DY PIHOW ...t h e bt b et et e st esab e e s he e et et ebe e e te e e sneeenneenenee e

Shoulder adjusted so client is not lying on arm and top arm is supported. Leave client's low er

arm and shoulder free frombeing tUCKEd UNAEI SIHE .......c.uiiiiiiiiiiiiie et bre e s eeeas

Back supported by supportive device. Position device (e.g., padding, pillow) against back rolled

and tucked to maintain client’s Side IyING POSTION .....c.vviiiiiiie e e e e e e e st e e e sseeeesnnreeeennees

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 ..........cccoooviiiiieniinnnne.

Leave client in side-lying position, avoiding direct pressure on hipbone.

ANKIES @NT KNEES SEPAIALEM .....ouieiiiiiiii ettt et e e s bt e e s bt e e e e b be e e e s be e e e aabe e e e e bt e e e aabaeeeabbeaesbbeaeanntnee s
SUppPOrt top arMW ith SUPPOTTIVE GEVICE.....ceiiuiiii ittt et e sttt e ettt e e et e e tb e e s stb e e e sabb e e e sabb e e e sabbeeesbbeeesbbeeesanbeeenanes

Cover client with top sheet, remove gloves (if used) and w ash hands
For the HCA skills testthe clientis lying on their back in bed when care begins.

oodo O 0 0O O0Oooo O ooooaa

Mouth /Oral Care - for you to successfullydemonstratethis skill you need to:

Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice SKillS ...........cccccoeioiiriiiniiiniiine e,
Ensure client is in an up-right SIttING POSILION .......eiiiiiiii it e e st e e e e sbe e e e sbeeeeabeeaean
Wash hands @nd PUL ON GIOVES .......oiiiiiiiiiiie ettt et e bt e sb e e s bt e e e s b bt e e sbbe e e s asbe e e e s beeeeanbaeeeanbeeaeabaeaeanes
Offer to place a tow el across client’s chest before providing MOUth Care...........ccocveiiieiiieniin e

Prior to starting, ask client about any mouth pain ....................
Moisten toothbrush or toothette and apply toothpaste

Clean all surfaces of teeth with brush or toothette, using gentle circular MotioNS ..........cccoccviiieiiienien e
Offer 10 DIUSH CHENE'S TONQUE ... ..eiiiiiiie ittt ettt e e e s bt e e e e be e e e s b b e e e s b bt e e e b be e e s bbeeeasbbeeeasbbeeennbbeeenneees
Offer client clean water to rinse hiS/NEr MOULN .........ooiiiiii e
Hold basin near client’s chin tO COECT FINSE W ALEK ........cciiiiiieiierieeee e r e neees
Pat dry client’s lips and face, and remove tow el, remove gloves and wash hands .............ccocooiiiiiiiiiiciee,
Rinse and dry basin and rinse toothbrush before StOriNg ...........oooii e

For the HCA skills testthe clientis sitting at a table while this care is provided.

OO0O00O0OO0OO0OO0OO0O000zg

Clean and Store Dentures -for you to successfullydemonstrate this skill you need to:

Use S.W.L.P.E.S. Communications / Client Rights and Common Care Practice Skills
Put on gloves
Use technique to reduce the risk of denture breakage if dropped during cleaning (e.g., brushing denture

directly over sink lined with w ashcloth / paper tow n / tow el, filled with w ater inside basin) ...........ccccovvveiiiie e,

Obtain dentures from client. If the client is unable to remove them, gently removes dentures
fromthe client's mouth. Take the low er denture out first, then the upper denture

Rinse dentures in cool running w ater before brushing

Apply toothpaste or denture cleanser t0 tOOthDIUSH ..........ooiii e
Brush dentures 0N @ll SUIMTACES.........uuviiiii et e e e e e e e e e e e s e e e e e e e e e s aasbeaeeeaeesaastsaaseaeeaaansssneeeaeesaansens
Rinse all surfaces of denture under COOl, FUNNING W ALET .......cuuieiiieie e cire s e e e e e e e e s e e e sb e e e sbaeeesnnreeesneeas

OO00OO0O0 O Odgs
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Assist client with replacing Or StOFNG AENTUES .........iiiiiiiiiiiiie et e et e e st be e e e s be e e e asbeeeebbeeeansteeeansees ] ]
Rinse denture cup before PULting AENEUIES N It ........c.ceeveeeeeeeeeeeeteeeeeeeetee et e et eae et eaees et eae et ese s eeetese s eeeteseneeeesesens O O
Place dentures in clean denture cup W ith SOIUtION OF COOl W ALEK ......cccuviie it e e sree e O O
Dispose of sink liner or other soiled items. Remove and dispose of gloves. Wash hands............ccccocceiiiiiiiininiinnnen. O O
For the HCA skills testthe clientis sitting at a table or lying in bed while this care is provided.
Fingernail Care - for you to successfullydemonstratethis skillyou need to:

YES NO
Use S.W.L.P.E.S. Communications / Client Rights and Common Care Practice SKills ...........ccooeiiiiiiiiniiiiieeeee, O O
Wash hands and put on gloves O
Put w ater in a bowl. Confirmthe water is safe and at a comfortable temperature for the client. Adjust if necessary ...[] O
Place w ater at & COMOrtable IVE ] FOr CHENT ............cceuiviuerereeeeeeeeeeeeete ettt s case e s e es s s s s s s s s s s s s s eses s s e O O
Put client’s fingers in Water and @llOW S 10 SOBK...........ccvivivivereereeieeeeeeeeetee e eteees et ees e tetees e saeteseessestesssssesesessesteseessesrerens O O
Pat dry client’s hand INCIUAING DEW €N FINGELS .........cveier ettt ettt et es sttt asseeterees e aterens O O
Clean under nails with orange stick. Wipe orange stick on tow el after each nail.............ccccoevve i, O O
Groom NAIlS With file OF @MEIY DOGI ...........ceeiieieeee ettt ettt ettt ee et s e es st et ese s seetes st seetese s saesesssaeanes O O
Finish with nails SMOoth and free Of FOUGN EUUES ........c.ccvivieeeieceeeeeee ettt e st e et s st een e terens O O
(@ T=T g To T o] o) V2N (o} 170 o FE OO O O
Empty, clean w ater bow (s), store equipment, dispose of used linen(s) and trash appropriately
and leave the table dry at cOmMPIEtion Of PrOCEAUIE ........c.cucvcuevcucececececececececeeececaees e e e s s e s e es s s s s s s s s enenenenenenenenenenen e O 0O
REMOVE GIOVES, WASH NANAS ...ttt ca s s as e ss e s s s s s en s s eseses et asasesasesasasesasasesas | |
For the HCA skills testthe clientis sitting at a table while this care is provided.
Foot Care - for you to successfullydemonstrate this skill you need to:

YES NO
Use S.W.L.P.E.S. Communications / Client Rights and Common Care Practice SKills ..........ccccooiiiiriiiiniiineeieeeee, O O
WasSh handS AN PUL ON GIOVES .......c.cveviverieeeieteeeeetetetes et ettt et es e st et as e s teteeeesstetessesstesessesstesess et asetessesstetessesseatessesasateseasaes O O
Inspect the client's foot carefully before starting the procedure by checking betw eenthe toes and the
heels of the foot. Inquire w hether the client has any pain or sensitive areas before beginning .........cccccccoevveviiveciiinens O O
Put w ater in basin, filling it N0 1€ss than NAaW Y Ul .............ccoeveueueeeeeeeeeeeeeee e n e s e s e s s e e O 0O
Ask client if w ater temperature is comfortable before foot is completely submerged. Adjustif necessary ..........cccoc.e... O O
Put the client’s foot COMPIETELY IN ThE W BT ..........c.ceveieeeieeeeeeeeeeeee ettt esee e e eacacacsesessassess s s s s s ssss s s s s s esesesesesesesenen e O 0O
Supporting footand ankle properly throughout procedure, remove footfrom w ater, w ash entire foot,
including betw eentoes, with soapy washcloth. Keep water in basin soap free foruse 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 O
Be sure to add the soap to the w etw ashcloth rather than directly inthe Water............cccooiiiiieiiiii e O O
Prior to cleaning dirt out from under client’s nails, gently pat their foot dry before using orange SticK..........ccccccvevviennnee. O O
Wipe the orange stick clean on the tow el after cleaning €ach Nail ..........ccoooiiiii i O O
File (or cut) nails straight across as needed to ensure smoothness with (clippers or an emery board).
(Note: Alw ays verify the client’s care plan prior to performing foot care to determine w hether the client's
foot care includes nail trimming. Nail cutting is not performed during the certification exam.) .........ccccooceiiieniiinieennnns O O
Ask if client would like lotion applied. If so, putlotion in your hand and apply lotion to the client's
entire foot making sure not to put lotion in-betw een the toes. Remove excess lotion (if any) with towel..............c......... O O
AsSsist client t0 replace SOCKS ANT SNOES ........c.ovoviveieeeeeeeeee ettt ettt eetetesesesesesesesesesesesesesesesnsnsnsnes O 0O
Empty, rinse, wipe bath basin, and return t0 ProPEr STOTAQGE ......oiviiii ittt rb e e s sabeeeeas O O
REMOVE GlOVES AN WASN NANGS .......oovieieeee ettt a e s s e s e e as s e ssss s s s s s s s s s s s esesesesesesesesesasasasanas O 0O
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Foot Care - for you to successfullydemonstrate this skillyou need to (continued):

YES NO
The following are generaltips when helping aclient with foot care:
Inspect your client’'s feet regularly for changes in color (especially redness), temperature, blisters, cuts or
scratches, cracks betw een the toes, or other changes. Document and report any sw elling or redness
YOU NOLICE ArOUNG thE GIE&.....c.c.eveveveeeeeeteeieeeteteeeeeeteteeeeeetetees et et et easeeeteteaeeseteteasesstesessesesesessesatesessasesesessesatesessesasesessasatesesnases O O
Monitor miNOr CUtS aNd KEEP thEM CIEAN ..........ceeevieeeeeee ettt ettt e ettt ee et ese e s tetese s etetese s seetesansasaterens O O
Do not put lotion in-betw een the toes — the lotion causes moisture that promotes fungal growth..........cccccveviivveiiinnenns O O
For most clients, you will only be filing nails, and not trimming nails. Alw ays verify the client’s
care plan prior to performing foot care to determine w hether the client’s foot care includes nail trimming ...................... O O
If the care plan indicates nail trimming, do not cut dow nthe corners of a client’'s toenails or dig around
the nail with a Sharp INStrUMENE FOr ANY CHENT .........iviueeiee ittt ettt s sttt sesse st e s sesteseasseetereanaes O O
If the care plan indicates nail trimming, never cut the nails too short as this may cause ingrow ntoenails.
After cutting, file the NAIIS GOW MW AT ............c.cveveieeeeeeeeeee et e et e ettt ettt teaeae e tetetesesesesesesesesesesesesesesesesesesnsnsnsnsnsnens | |
Cuticles act as a barrier to infection. DO NOt CHP tNEML.......uii i e e e s neeas O O
For the HCA skills testthe clientis sitting in a chair while this care is provided.
Assist Client with aWeak Arm to Dress -for you to successfully demonstrate this skillyou need to:

YES NO
Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice SKills .........cccccccvveiiiiieiiiiee e O O
Ask client W hat he/SHE W OUI [KE T0 W A ............c.cveveveeeeeeeeeeeeeee ettt ettt et esetetesesesesesesesesesesesesesesnsnsnsnsnens O O
Put on all items, moving client's body gently and naturally, avoiding force and over-extension of limbs and joints........ O O
Assistclient to put the weakarm through the correct sleeve of the shirt, sw eater, or slip before placing
garment on the unaffected side. Place shirt sleeve over w eak arm before putting on non-affected arm........................ O O
Assist and cue client to put strong armthrough the COrreCt SIBEVE .......ccvviiiiiiii i O O
Assist / cue client to put on skirt, pants, shirt, or dress, and NON-skid fFOOW Ear...........cccviiiiiiiiiiiieeiiiie e O O
Have client sit when putting feet and 1€gS INTO PANTS ......c.uuii i e e s e e e sbee e e sbaeeesraeeean O O
Provide support to client when pulling up and SECUMNNG PANTS .....c.uiiiiiiiie e ee e s sabeee s O O
Leave socks smooth and ShOES SECUIEd PrOPEIIY .......ooiiiiiiieiiiee ettt ettt e sbe e e be e et e e emaeesateeeaeeesneeaeeeenees O O
Finish with client dressed appropriately (clothing right side out, zippers / buttons fastened, etc.) and seated ................ O O
LYY 22T (1T T F- OO O O
For the HCA skills testthe clientis able to stand. The client is wearing aT-shirtand underwear and needs to be dressed in
ashirt, pants,socks,and shoes. Theclientwill be dressed over theirown clothing.
Put a Knee High Blastic Stocking on Client - for you to successfully demonstrate this skillyou need to:

YES NO
Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice SKillS ...........cccereierinieeieiisiseeresieenenn, O O
Prepare stocking for application by turning stocking inside out, at least to heel area ...........cccooooeiiiiiiiiiinieeee, O 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 JOINES ..o O O
Pull top of Stocking OVer fOOt, NEEI, ANA TG .......c.cieiieieeeeee ettt ettt ettt ee st es s et tese s seetessenseaterens O O
Make sure stocking is smooth, with no twists or wrinkles, and is not too tight over the client’s toes.........ccccccccvveiivveenns O O
Complete application of stocking over foot with the toes and heel in proper position per stocking design ...................... O O
Leave stocking raised t0 KNee and W INKIE FIrEE ........uiii i e e s be et e e e s baee s O O
WASH NANGS ...ttt te et e e te st et eteaeeeaeseseseeesessaesesesesssesssssssssssssssesnsssnss s s s s s s s s s s es s et s asenesasen et asasans O O
For HCA skills testthe clientis lying in bed while this care is provided.
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Passive Range of Motion for One Shoulder - for you to successfully demonstratethis skillyou need to:

YES NO
Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice SKillS ...........cccevreieriniieierisiseeresieenenn, O O
While supporting the limb through the follow ing exercises, move joint gently, slowly, and smoothly
through the range of motion to the point of resistance. Stop if PAIN OCCUIS ........ccciiiiiiiiiiiiie e O O
Ask the client about their confort level throughout the exercise. Stop if pain OCCUIS........ocuiiiiiiiiiiiie e O O
Support client’s arm holding under elbow and w rist, w hile performing range of motion for shoulder .............cccccccevneenne. O O
Raise client's straightened arm tow ard ceiling, back tow ards the Head of Bed (HOB) and returns to
a flat position as one repetition (shoulder flexion / extension). Repeat at least three (3) times.........ccccvevvciveiviinecinnnnn, O O
Move client’s straightened arm aw ay from side of body tow ards 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 ............. O O
Place client’s flexed elbow at client’'s shoulder level, rotate forearm tow ard HOB and rotate forearm
dow n tow ards hip. Repeat at 1€aSt thrEE (3) LIMES.......ceeviiieeeeeeeeeee e et s ee et st st s e e e et e s s st ese s steteseessesteseasseseeseasasanns O O
WASH NANGS ...ttt e ettt tete e tete s et et et et eaeaeseseseeesessseaesesesesesesssssssssssssssnsssnss s s s s s s s s en s s s enesananasasanesasanans O O
For the HCA skills testthe clientis lying in bed while this care is provided.
Passive Range of Motion for One Knee and Ankle - for you to successfullydemonstratethis skillyou need to:

YES NO
Use S.W.L.P.E.S. Communications / Client Rights and Common Care Practice SKills ...........ccccoriiiiiiiiniiinieeeeee, O O
While supporting the client’s limb through the follow ing exercises, move joint gently, slowly, and smoothly
through the range of motion to the POINt Of FESISTANCE .......ccuii i s sabe e O O
Knee; support the client’s leg at knee and ankle joints, w hile performing range of motion for knee ............ccceeveeriennee. O O
Ask the client how they feel during the exercise. Stop if PAIN OCCUIS ........iiiiiiiiiiiiii e O O
Bend the knee back to the point of resistance and then return leg flat to bed (follow ed by straightening
knee as one repetition — knee flexion / extension). Repeat at least three (3) tiMeS .....ccvvevviiie e O O
Ankle; support foot and ankle w hile performing range of motion for @nkle ... O O
Push the footforw ard tow ards the leg, and in a separate motion push the foot pointed dow ntow ard
to the foot of bed as one repetition (ankle flexion / extension). Repeatthree (3) iMes ....ccccecvvveiiciie v O O
WASH NANGS ...ttt ettt e tet et et et et et eaeaeseaessaeseseseaesesesssesnsssssssssssssssnsssnss s s s s s s s s s s s s et esasenasasanesasasans O O
For the HCA skills testthe clientis lying in bed while this care is provided.
AssistaClient to Eat - for you to successfullydemonstratethis skillyou need to:

NO
Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice SKillS ...........ccccoeiiiiiiiiniieniiene e, O
Ensure client is sitting upright in chair before assistance DEGiNS......cccciiiiiiiiii e O
(03 = o odI1=T01 =W ed (o] a1 g Yo o] | (=] 1o ] SRS O
Sit at client’s eye level to assist the client to eat O
Offer food in bite-size pieces, alternating types of food offered or ask client’s preference for each bite O
Offer a beverage to the client during the MEAL..........ooo ittt e e s e see e e beeeaeeaneea e O
Make sure the client’'s mouth is empty before offering the next bite or sip of beverages .........ccccvveiiieiinine e, O
Engage client in conversation throughout the ME Al ...........uiiiiiii i e e e srae e e saaeee s O
Wipe food from client's mouth and hands as necessary and at the end of the meal..........cccceeviie i O
Remove clothing protector, if worn, and dispose of iN Proper CONTAINET ............iiiii e e O
Remove leftover food O
WaSH HANAS ...c.vveveeeeececeececeee e O
Leave table clean, dry, and clear of food items O
For the HCA skills testthe clientis sitting at a table when care begins for this sKkill.
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AssistaClient with a Bed Bath - for you to successfullydemonstratethis skillyou need to:

Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice SKillS ...........ccccceiiiiriieiiiiniiine e,
PUL O GIOVES . ..ttt ettt ettt e bt e ea bt e e ate e sae e e aae e 2 b e a2t e e omse e emAe e eR et e eRee e b ee e b eeenneeenneeenaeeanbeeaneeeanneeaneeene
Remove or fold back top bedding. Keep client covered w ith bath blanket or top sheet

REMOVE CHENE'S QOW N / SIEEPW BT ......ciiiieiciiiieeeieie et s et e et e et e e e et e e e sabe e e e sabe e e e aabaeeeanteeeeantaeeeansaeeeansteeeanntaaeanneneean

Ensure the w ater temperature is safe and confirm with the client it is at a comfortable temperature for them
o [T A 4= o= T o 2SR O

O OO0O00

Keep w ater in basin soap-free for use as rinse w ater by: (1) washing w ithw ashcloth w ith soap applied
directly to the washclothinstead of adding soap into the basin of w ater; or (2) using tw o separate
basins of water: one for washing and 0Ne fOr FINSING .......ciouiiiiiii e s st e e e sne e e eeeenes O

Replace w ater anytime it gets SOaPY, COOI, OF QMY .....uiiiiiuie et e e e e e et e e s snbaeeesnbeeeesnsaeeeaseneean O
Place a dry tow el behind the ClIeNt'S NEAU / NECK ......uuii i e s ebae e e e e e sbaaaearaeeean O

Wet w ashcloth (no soap) and begin with eyes. Use a different area of the w ashcloth for each eye,
L=t gl o ATl e L= (o I o YU (=] oo o= SO PP P PP OPPRPPPIN O

Wash the rest of the face, ears, and neck using soap (if the client Prefers) ... O
Rinse, dry area with @ tow €l — Pat, dON’t FUD .......oiiii ettt ettt e be e et e e te e smteesneeeeneeenteeenees |

Expose one arm and place a tow el underneath it. Support the client's arm w ith the palm of your hand
underneath the client’s elbow. Wash the client’s arm, shoulder, and armpit. Rinse and pat dry........cccccccvevviveeiiinneennns O

Place the client’s hand in the w ater basin. Wash the client's hand, rinse, and pat dry. Repeat w ith the
oL A=Y A=Vt TE= VL I 4= 2T DU O

Wash, rinse, and pat dry the client’s chest and abdOMEN .............ooiiiii i e O

Uncover one of the client’s legs and place a tow ellengthw ise under the foot and leg. Bend the knee
and support the leg with your arm. Wash the leg, rinse, and Pat dry.........ocooriieiieie e O

Slide the client’s foot into the w ater basin. Wash the client’'s foot, rinse, and pat dry. Repeat withthe
=Yoo Yo IS e)e] ORI O

O O OO0 0 ooo OooOoa

Assistthe client to turn on their side, aw ay fromyou. Place a bath blanket or tow elalongside their back
Wash the client's back and buttocks, riNSe, and Pat ArY.........oiiiiiiiiiiii e e s s sareeesnaee O

Assistthe client to their back. Provide privacy and let the client perform their ow n perineal care (if able);
if NOt, this taSK iS COVEIrEd SEPAALEIY ........ei ettt ettt et e e e be e smee e sae e e aae e e beeamteeameeeanseeanneeaneeanes

YT S o] 1= gL (o I o [ o[ =TT =T [P PUROUSRPIN
Assist the client to get up, or assist to a comfortable position if remaining in bed
Remove bedding that may have QOTEN W BT..........ii i s st e et e e s b e e e sabb e e e abbeaeabeeaean
Empty, rinse, clean, sanitize bath basins and return t0 Proper STOragE.........coiviiii it
Place soiled clothing and [iN€N iN PrOPEr CONTAINE ... ... .ii ittt e et et e e bt e e beeeabeeemeeesneeesaeeeaneeaseeenees
Remove and dispose of gloves, Wash NANAS .........cociiiiiiie e e e et e e e st e e e e s reaaeanaeeean

ooooooo O

Assistwith Perineal Care -for you to successfully demonstrate this skillyou need to:

Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice SKills .........cccccovvveiiiiieiniiee e O
Fill basin withw ater, use w ater that is a safe and comfortable temperature for the client. Adjust as requested............ O
Wear gloves w hile providing perineal care, w hile rinsing and drying equipment and handling soiled linens
Protect client’s bedding from getting w etw ith a tow el or disposable bed pad .........ccccovviieiiiiie i
Uncover the perineal area. Make sure the client’s privacy is maintained............ccoooiiiiiriiiiiie e
Keep w ater in basin soap-free for use as rinse w ater by: (1) washing w ithw ashcloth w ith soap applied

directly to the washclothinstead of adding soap into the basin of w ater; or (2) using tw o separate

basins of water: one for washing and 0Ne fOr MNSING ........iiiiiiiiiii e bbb e e sbeea s O
Gently wash entire perineal area witha soapy w ashcloth. Use a clean area of the washcloth for

stroke. Clean fromfront to back Of PEHNEAI ArEaA ...........ciciiii i et e e st e e e nnees O
Rinse entire perineal area witha clean washcloth. Use a clean area of the washcloth for each stroke.

Rinse from front to back of perineal area .......................
Gently pat dry perineal area, moving fromfront to back
Assist clientwith rolling to side. Make sure client is a safe distance from the edge of bed........ccccccccvvvevineenen. O

OOOOO3

ooo O O
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Wash, rinse, and pat dry buttocks and peri-anal area. Use a clean area of the w ashcloth for each stroke.
Wipe fromfront to back to avoid contaminating the perineal areal ... e O O
Replace bed pad or DOOM SHEEL, if NECESSAIY.........cevivieieeeeeeeeeeeee et te ettt ettt s et es et etete s seetereesseaterens O O
Minimize exposure of the client’s body during the ProCedUIe ..............oi i O O
Remove soiled or wetw ashcloths, tow els, bed pads, bedding, or clothing. Dispose of in proper containers................. O O
Remove and diSPOSE OF SOHEMA GIOVES .......c.c.cviviuieeecieeeeetee ettt easa s eas e ssssssas e s s s s s s s s s esesesesesesasasasasesasanas O 0O
Assist the client to dress (follow checklist procedures) and puts top sheet or blanket back in place ..........cccccccoviennes O O
WEASH NANGS ...ttt ettt ettt ettt ettt s s eseseeeses e s e s eassesesesesessesssseses e s e s ssssnsesnsn s e s s st s st s st as st et s et s arans O O
For the HCA skills testthe clientis afemale mannequin. The clientis lying in bed while this care is provided.
This skillwill be performed using soap and water not wipes.
Catheter Care - for you to successfullydemonstratethis skillyou need to:

YES NO
Use S.W.L.P.E.S. Communications / Client Rights and Common Care Practice SKills ...........ccccoiiiiiiiiiniiiiiieeeee, O
Test w ater temperature in basin. Determine if w ater temperature is safe and verify with client it is comfortable
AJUST If NECESSAIY ..vvvveececececeeeceeeeeeeeeet et ee e e et e ee et et eeeeee et eees et et et es et es et es et es et eses et as et et et et et et as st et et et et et e tetesnsnssteseteteseteseteteseseend O
Keep w ater in basin soap-free for use as rinse w ater by: (1) washing w ith w ashcloth w ith soap and apply
directly to the washclothinstead of adding soap into the basin of w ater; or (2) using tw o separate basins
of water: one for washing and 0N fOr MNSING ......ce ittt ettt e et e e et e e sabeesaeeesaeeesaeeaneeaeeeanneanns O
Minimize exposure of the client’s body during care O
Wear gloves, before handling catheter, tubing, urinary drainage bag or beginning cleansing and throughout
the procedure w hile providing catheter care, w hile rinsing and drying equipment and handling soiled linens ................ O O
Position client a safe distance from the edge of the bed if turned on side during care ........ccccccceevveiiiie e, O O
Uncover area surrounding Cath @ter ONIY .........ooc i e e st e e e st e e e st e e e sbaeeeaseaeeastaaeansanaenn O O
Place tow el or pad under catheter tubing before w ashing as to not get client’s sheets or clothing w et
o TOTRTaTo oL == LA T [T O O
Use S0apy W ashCloth t0 CIEANSE CAINELEN .............c.cveueueeeeeeeeeeeeeeeee ettt ea e e s escasas s s s s s s s s s s s s s enesesesesesasesan e O 0O
Change spot on washcloth for each washing and rinsing stroke. Do not tug catheter. Hold catheter
near opening w here it enters the body t0 avoid tUGGING I ... .eeieieiiiiiie ettt see e e ae e eeeeeneas O O
Clean at least fourinches of the catheter nearest the opening of the urethra, moving from the opening
dow nwards aw ay fromthe body. Use a clean area of the washcloth for each stroke ... O O
Using a different w ashcloth, rinse at least four inches of the catheter nearest the opening, move fromthe opening
dow nwards aw ay fromthe body, using a clean area of the washcloth for each stroke..........ccccccoeivviiiiie i, O O
Pat dry any areas of client's skin that have gotten wet. Leave skin areas that become w et during care and
bed sheets dry at COMPIELION OF CAIE..........cviviieieeieeteeet ettt ee sttt es st st es st aeteesesseetese s seetess s eeetese s seetesssseaterens O O
Keep the urinary drainage bag positioned low er than bladder throughout care and at the end of the procedure.
Make sure there are No Kinks iN Catheter tUDING ......c.uvii i e e e e e e s e e e sraeaeareeaean O
Dispose of tow els and other items in proper containers O
Leave client covered with top sheet at the end of care O
Remove and dispose of gloves and Wash NANAS..........cooiiiiiiii e e e e saeee s O
For the HCA skills testthe clientis 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 .........cccccccovveiiiieiniee e O O
PUE ON GIOVES......oeeeee ettt ettt ettt et et e s et e et et e e e e et et ee e e s e e teseaseeetessesee e e et ees et e tesess et et et ess et etese e et stese e et atesn e senteen e send O
(0 g ToTo) V=T R o =T oT1 = =TT o YOS O
Wash and dry penis carefully, CUt TONG NAIIS .......coiiiiiiiie et e e e st e e s st e e ssteeesssteeeeanseeaeansaeaeanes O
Observe skin of PENIS FOr OPEN @rEAS ........iiiiiiie ittt s e e e st e e e st e e e s b e e e e sabaeeeansaeeessseeeasteeesastaeeaantaeeeaneees O
If sores or raw areas are present, do not apply condom O
Put skin adhesive over penis...........ccco..... O
Roll condom catheter over penis area O
Attach condomto tubing. Check that the tip of the condom is NOt tWISTEd.........cccuiiiiiiie e O O
Secure tubing to the client’s leg. Ensure bag is below the level of the bladder ..........ccccciiiiiiicc e, O O
Remove and dispose of gloves and Wash NANAS...........occuiiiiiiiiicie e e e sbae e e e e e steaaeasaaeean O O
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Medication Assistance - for you to successfullydemonstrate this skillyou need to:

NO
Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice Skills O
Check client’s MediCation SCREAUIE ... e ettt et e et eeae e e be e e bt e emteeemseesmneesseeeabeeanseaaneans O
Remind the client it is the scheduled time to take their prescribed mediCation............cccvveiiiiie v O
Select the correct medication bottle, labeled with CHEN'S NAM @ .....oiiiiiii e O
Take the medication container fromw hereit is stored, look at the label, and verify the 5 Rights -
medication, ClIENt, AMOUNT, FOULE, ANT tIMIE .. ..tiuee et et eeee ettt eee et e et et e et e et et et e et e ete et e eaeeeeeeeeeeeeeeeeeeeeseeeeeeeeeesneeeeaneeaneas O O
Open the container, look at the label and verify the 5 RightS again...........cocciiiiiiiiiiii e O O
Pour the medication fromthe bottle to the lid cap without touching MEdiCation ...............cccervreeierireeieriseee e O O
Give client the correct number of pills by pouring them from the lid cap to their hand without
tOUCHING the MEAICALION ........c.oeveeeeeeeeee ettt e e et e et et et et e teaetetet et et et eeetesesesesesesesesesesesesesesesesesesnsssesnsnsnsnsnsnsnsnsnnas O 0O
CUE ClIENt 10 tAKE MEUICALION ......vcvivivcececeiecececece ettt e e e e e e e e es e ee e es e s ee e et s s et eses s es et et ss et et et as et esasesasasasasasasas O O
The learner assistthe clientto take medication without having the learner’s 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........ccccoevviie e, O
Offer the client a full glass of fluid (for oral medications) O
Observe and make sure the medication is taken. Ask client or check if medication is swallowed...................... O O
Close the medication container and put it back in the appropriate place, verify the five (5) rights again. .........c.ccccccoe.... O O
Document that the client has taken the medication. If they have not, document that too .... O
WEASH NANGS ...ttt ettt ettt ettt s s eseseeeseeeseseassesesesesesssesesssns e s e s esnsnsssnsssn s ss s s s s s s st s as st s st srans O
For the HCA sKkills testthe clientis sitting atable while this care is provided.
Assist Clientwith use of Bedpan - for you to successfullydemonstrate this skillyou need to:

YES NO

Use S.W.I.P.E.S. Communications / Client Rights and Common Care Practice SKills .........cccccccovveiiiieiiiiee e O O
Before placing bedpan, 10w er the Nead Of tNE DEA .............ceeiivieeeeeeeeee ettt ee sttt e st ees e terens O O
Wear gloves to place bedpan correctly under client's buttocks (standard bedpan: positions bedpan so wider end
of the pan is aligned withthe client’s buttocks; fracture pan: position bedpan with handle tow ard foot of bed).
Have client bend knees and raise hips (if @DIE) ......c.ueiiiiiiii i e O
Raise head of bed after placing bedpan under the client O
Put toilet tissue within client’s reach .............cccccee O
Ask client to let you know w hen they are finished O
Low er the head of the bed before removing the bedpan O
Put on gloves before removing the DEAPAN ...........ii i e e s e s s b e st e e e abreaeabeeaean O
Remove bedpan and empty CONENES INTO TOIBL .......c.uuiiiiiie e e e et e e st e e e e be e e e eraeaeanreneean O
Provide perineal care (follow checkKlist procedures), if NEEAEd ...........ccvii i O O
Clean and sanitize equipment as per protocol. Return to Proper STOFAQE .......c.oeiuieiiieiiiiesie e O O
Remove and dispose of gloves and Wash NANAS...........occuiiiiiiiiiii e e s sbae e e e e e sraeeeasaeeean O O
Shave with a Safety Razor -for you to successfullydemonstrate this skill you need to:

NO
USE S LP.E.S. SKIll ..ottt ettt ettt ettt ettt ee et ee e st eteae s et et es s s e e et et e s st e tes et et etesesessetesess et etesess et etetesesteseresens O
PUE ON GIOVES ...ttt ettt te e et ettt e e et e ee st etese e et et ese s st et e s e s seeteseseaeetesseseseeesess et etesess et etesess et etese s et atesesnatatene e sentensesend O
Ask client if they w ear dentures. If so, makes sure they are in their mouth O
Wash face with warmw etw ashcloth........................ O
Apply shaving lather to the area to be shaved O
[0 0] (o [ = Vo] ST =T o ] =] PRSP SPSTPRTIIN O
Hold skin taut with free hand and shave w ith smooth even movements in direction or hair ..........cccoceeeiiiiieiiiiee e O O
Rinse safety razor in warmw ater betw een strokes to keep the razor clean and Wet..........cccoveiiiiiiiiiic e O O
Shave sides first, thenN NOSE QNG MOULN ........ii it e et s e e e s e eea e s eeeseeesa e sseesee s st sseeesesbaasssasssssranneeeees O
WaASH, FINSE, AN AIY FACE......eiii ittt e b et e s bt e e s bb e e e s bttt e e bbe e e e b be e e e s be e e e anbaeeeanbeeaeanbaeeeanes O
(ST T - T o I o [U | = LV = V=T 01 o] 041 o SO PP POPRTO O
Remove and dispose of gloves and w ash hands O
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ﬂ—'ﬁvv Skills Practice Procedure Checklistfor Home Care Aides

Department of Soclal

AT S semices DSHS Approved

Transforming lives

Verification of HCA Skills Practice Completion

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.

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 checkilist.

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.

Email, this page only to the ApprovalTPA, Training Approval In-Box. Enter “Facility On-The-Job
Training” as the subject line.
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