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Introduction
Produced by Workforce Developmeingc., 1302 Seventh Street NW, Rochester, MN 55901. Copyright © 2009 by
Workforce Development, Inc. All rights reserved. Copyright notification: No part of this document may be
reproduced, altered or distributed in any form or by any means, or storeddatabase or retrieval system,
without the prior written consent of Workforce Development, Inc.

The handouts$n this documeninay be printed and used as long as the copyright tag reniaiast.

m

How to Use this Guide

A complete Session outling listed for each lesson. The Lesson Plan is first, followed by the Student Handouts
and then the Instructor Materials. In the first session the competencies for the Healthcare Academy

As you pull out the Student Handouts and make copies, make yoarseffy. The Instructor Materials contain
answers and additional materials for you to use.

Area of Study: Certified Nursing Assistant

Audience: People wanting CNA Training

Class Capacity: 10-15 Students

Daily Class Length] 3 hours per day

Textbook: None
General Materials: | Listed for each lesson
Equipment: Listed for each session

NOTE about the followingBages

e On the following page is a diagram showing the enrollment process for the Healthcare Academy.

e There is a list of items toounselors could review with potential Healthcare Academy students

e On thenext pagethere is an example of a spreadsheet being used, with descriptions of each column, to
follow Healthcare Academy Enrollee Data

©Workforce Development, Ine PreEmployment Healthcare Academy Curriculum Guide



Referrals to Pool
By

Employers, Counselors,

Friends, etc.

From this point on information needs to

travel in several directions

Information given to:

Weekly Status reports are
given by local Instructors to
Coordinator. These reports
will keep track of key points
in the process.

On a monthly basis the
Coordinator gives summary
spreadsheet to Accounting
and MIS at Admin.

The weekly status report to
the Coordinator has a place to
enter Placement information.
It is Important that this
information is entered in all
relevant places.

(Workforce One, Magic and
progress spreadsheet)
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Pool of

Students

4

Prospective

Healthcare
academ

Prospective Students are to be assigned

Application ' >
Assessment a local Counselor who is responsible for
Individual Plan this step of the process
Pool of Qualified Students
4
Local Instructor goes thru pool of
Students selected for class qualified candidates and fills the new class
Coordinator MIS Intake/Counselor
Files (or Status Change Forms) are
End of 15t day of cless given to the MIS Intake staff for entry

End of 1st week

4

g

Start of 2nd week in
Class

End of 2nd week I

4

End of 3rd week E
4
End of Class End of local Class
4 4
Start of CNA Training Start of CNA Training
a 4
End of CNA Training | End of CNA Training

&

X2

Students ready for Job Placement

g

Job Search and Job

Placement

4

EMPLOYED!!

onto Magic. This first enrollment is
into the local academy. MIS Intake
staff will determine additional program
eligibility.

Status Change forms are given to MIS
Intake staff. Persons starting second
week will be enrolled into Funding

Program

Status Change forms are given to MIS
Intake staff. Those persons eligible and
not already enrolled in WIA Adult are
enrolled.

Status Change forms are given to MIS
Intake staff. These forms document the
start of the CNA training at local
school.

Status Change forms are given to MIS
Intake staff. These forms document
end of CNA training at school. Local
Counselors are informed that students
have finished and are ready for
Job Search/Job Placement.

Students are handed back to local
Counselors for Job Search and Job
Placement activities. It is important
that if anyone involved in the process
hears of a placement that the
information be shared among Local
MIS, Local Counselor and Local
Instructor.
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Items to Review with Potential Healthca re Academy Students

1. Have you ever worked as a nursing assistant?

If yes, why did you get out of the field?

If no, what is your interest in the nursing assistant field?
2. Job history?

3. Do you have any health issues/disabilities that may restrict you frerfopning a nursing assistant job?

4. What is your education levelhigh school diploma, GED, post secondary?
Any learning problems that may affect your success in class or taking tests for CNA?

5. If a background check was done across 50 states, what would back on the report?
6. Are you on any sort of public assistance or do you get payments from programss Social Security or
other disability payment, o6 2 NJ SN2 a
If so, do you know how working will affegbur eligibility for payments?
Are youcurrently enrolled in any WorkForce Center programs?
Do you have a counselor at the WorkForce Center?
7. Any barriers to attending the Healthcare Academy?
Do you have daycare and transportation arranged?
Are you able to pay for these on your own?
8. Do you ove money to the college where you will be taking the CNA classes?
If counselor feels candidate qualifies for/is ready for Healthcare Academy:
9. Have person sign Release of Information to talk with the Healthcare Academy instructor, and complete file
paperwak.
10. Schedule person to take World of Wagsessmenbnline.
Follow-Up CounselomMeetings:
1. How is class going?
How are you feeling about CNA work?
2. Review the World of Work assessment.
3. Review Healthcare Academy attendance.

4. Talk about the grades theyakie had on the Healthcare Academy quizzes.

5. Get a copy of the statemertWhy do you want to go on to CNA traininghe studentvrote the answer to
this question in the Academy training)

©Workforce Developmet Inc.¢ PreEmployment Healthcare Academy Curriculum Guide



Healthcare Academy Spreadsheet

COMTRACTOR

: WORKFORCE DEYELOPMENT, Inc.

HEALTHCARE ACADEMY ENROLLEE DATA.xIX

First Mame | LastMame Site Start Diake Social working Eligible for | Date of Birth | Gender | Age | Ethnic | Term Date Employer End | Hrafw'k
Security # | elsewhere? | Other Funds? Group Wage
[Specify]

1
2

First Name First name of stud#

Last Name Last name of student

Site Location class is being taught

Start Date Start date of the Healthcare Academy

Social Security #Social security number of the student

Working elsewhere? Are they working at time of application to the Healtlve Academy? Yes or No
Eligible for Other Funda(Specify) MFIP, DWP, FSET, Dislocated Worker, WIA Adult, WIA ¥tath
Date of Birth { (1 dzZR Sy dded 0 A NI K

Gender Male or Female
Age { 6 dzRSy G4 Qa 13S 4G GAYS 2F | LILX AOIGAz2Y
Ethnic Group Caucasianisian, African American, Hispanic, Othelescribe

TermDate 5 6S GKS aiddzRSydQa FAES Aa Of 2aSR

ax

Employer Name of employer Healthcare

EndWage{ ( dzZRSy i Qa 6138 i LINBaSyd SYLX 285N acadellly

Hrs/Wk: Number of hours studerdre working per week
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Session 1 Lesson Plan

Materials:

Healthcare Academy Attendance Policy

Healthcare Academy Attendance Policy Acknowleugg Form
Check In Process

Internet Use Limitation Policy

Public Relations Release Form

Healthcare Academy Class Expectations
Healthcare Academy, StudeAssesse€€ompetencies
Transitions

L.I.LF.E.

Flash Cards Directions and Supplies

Abbreviations

Key TermgUnits 110)

Goal: Complete Healthcare Academy Class

Time to Journal

Equipment/Supplies:

Easel/whiteboard and markersinstructor provided

3-Hole punch- Instructor provided

3 x 5Index cards to make into flash cargil§udent provided
Markers, 4 setg Instructor provide

Spiralnotebook¢ Sudent provided

3 Hours
Style Time Activities
A 15 minutes| Welcome and Introductions
A 10 minutes| Attendance and Respaibilities
V,A,K 5 minutes| Daily Check In Process
V,A,K 10 minutes| Housekeeping
Bathroom Locations
In Case of Emergency Informatigffire, tornado
Class Cancellation Process (How will students be notified if class is canci
Internet Use Limition Policy
Public Relations Release Form
Cell Phones in the Classroom
Cell phones are to be turned off during class hours
A 5 minutes| Mantoux Tests
VA 5 minutes| Program Expectations: Yours, Mine and Ours
V,A,K 55 minutes| Transitions
V,A K 15Minutes | Break
V,A K 15 minutes| L.I.F.E
V,A K 35 minutes| Flash Cards
Key Terms
Abbreviations
V,A K 10 minutes| Time to Journal
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Sessionl
Student
Handouts
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Healthcare Academy Attendance Policy

During the fourweek course students are allowed the folliog;

Absenceg 2

Your attendance and ability to be on time in this class is an indicator of what your
attendance on the job will beEmployers do not want to hear excuséghey need to have
you at work by your scheduled time. Your attendaneeord in this class may be shared
with potential employers for them to view when considering you for a position in their
business.If it is not perfect, it could disqualify you from a gosmployment opportunity.

Tardiesc O

Classes begin &:00 AM sharplf there is a circumstance that cannot be helped, you will need
to call and let us know what is happening.

If you are not in class and you have not called to let us know of your absence, you will be considered a

Call, No Showin the healthcare field, this can m®nsidered a voluntary quitdf LISNRA 2y Qa 220 @
become a statistic before even getting into the workplace.
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Healthcare Academy Attendance Policy
Acknowledgment Form

| acknowledge that | have read and received a aiffiiie Healthcare Acaainy Attendance Policy and the
expectations of the policy have been reviewed with me.

By signing this | agree to abide by the policy laid out on the Healthcare Academy Attendance Policy. Failure to
comply with this policy can resutt termination from this academy.

Academy Dates: From to

Class Days:

Starting time will be at . Ending time will be at . Please reference the class dates and
times that accompanies this form.

{0 dzRSy 0 Pldaselpliny S 6

{ G dzR Sighat@el Date
Ly & G NHzO (i 2 NBignatre? dzy & S € Date
Signature of Parent or Guardian Date

(If above individual is under age 18)
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Internet Use Limitation Policy

(Name ohi@atjan)provides Internet access within the training
facilities for instructional purposes only, and does not and cannot guarantee the validity of data on the Internet or
network. The use of the Internet in the classroom for any other than classroopogeiis strictly prohibited. WDI
regularly monitors Internet access in our training facilities.

Violation of this policy may lead to:

- +SNDBIf NBLNAYFIYR R20dzYSYyiSR Ay (KS fSIFNyYySNRa N
- Suspension or Expulsion from training;
- Legal action, including, buabt limited to criminal prosecution under

appropriate state and federal law.

Action taken as a result of policy violation is at the sole discretion of WDI. Use of the Workforce Development

t
LyOo®Qa LYyGSNysSiad 00Saa Aa F LINA@GAES3ISsE y20 | NAIKGD
By signindelow, the learner:

- Acknowledgeshe Internet Use Limitation policgf the organization listed aboye

- Accepts full responsibility and liability for personal actions with regard to
Internet use;

- Will not holdthe above listed organizatioresponsible folany actions resulting from personal use of
the Internet as part of the training or as a violation of the Internet Use Limitation policy.

Should you have questions regarding this policy, please coppactinstructor

Signature Date

Sighature of Parent or Guardian Date
(If above individual is under age 18)
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Public Relations Release Form

I, 6 { G dzR S y (itkeaundersigvied thereby
authorize (NHr@eganizatioh to use my words, photograph, or
recorded information in promotion of (Name of Organjzatidn
its functions, activities and programs.

I have been informed of the meaning of this release and thasigature on it amounts to a waiver of
any claim | might assert against anyicil, employee, agent, or urif

(Name of Organizatignarising from this release.

| understand signing this form is voluntary and wilho way affect my working relationship with
(Name of Organizdinddl | choose not to sign.

This release shall bind my heirs and assigns.

SIGNATURE
ADDRESS

DATE

I do not wish to have my words, phawphs, or recorded information used by

(Name of Organization)

SIGNATURE
ADDRESS

DATE

SIGNATURE OF PARENT OR GUARDIAN (if above individual is under age 18)

ADDRESS

DATE
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Health care Academy Class Expectations

Yours: STUDENT

e Be ontime everyday

e Call if you know you will not be able to attend class: illness, sick child, car breaks down, etc. (remember
you can only miss two excused days)

e Be prepared for class, hametebook, pen/pencilhomework doneandcel phones turned off

¢ Do notdisrupt other students who are trying to learn

e Obtain your Mantoux Tegdrior to CNA class starting, and know when to have the test site read

e If you decide this class or field of work is not for you, call and let the instrustav kou will no longer be
attending

¢ Follow the Substance Abuse Policy

e Practice personal hygiene

Mine: INSTRUCTOR
e Be ontime everyday
e Be prepared for lessons everyday
e Answer questions in a timely manner
¢ | will not discuss students personal informatiorciass
e | will be available before and after class to the students

Ours: TOGETHER
e We will learn in a way that is comfortable for the whole class
e We will be a team, and if someone needs help, we will help
¢ We will celebrate our accomplishments
e TOGETHER wencsucceed!

©Workforce Development, Ine PreEmployment Healthcare Academy Curriculum Guide



Healthcare Academy
Student-Assessed Competencies

{GdzRSyiQa bl YS Class Dates

Healthcare Academy Competencie| |cando |lcandowithhelpl L Ol
Define transitions

List types of transitions

Assess your personal transitions
Describe how you deal with change
Design Flash Cards

Complete Day 1 journal

Self assessment for collage

Design a collage

Share your collage

Complete Day 2 journal

Complete Life Events Stress Inventory
Define stress

List three coping strategies

List four signs of stress

List two ways to destress

Complete Day 3 journal

Complete Quiz |

Complete Stress Questions

List the four kind of people

Describe 2 characteristics for each of the
four kindsof people

Complete Day 4 journal

List two memory techniques

List three test taking tips

Describe good listening

List the three learning styles

Complete Multiple Intelligences Inventory
Identify your preferred learning style
Complete Day 5 journal

Describe 7 essential job duties of a CNA
List 3 tips for good hygiene

Complete Day 6 journal

Complete Quiz Il

Define verbal communication

Define nonverbal communication

List the 3 basic elements of commioation

©Workforce Development, Ine PreEmployment Healthcare Academy Curriculum Guide



Healthcare Academy, Studemissessed CompetenciePage 2

Healthcare Academy Competencie] lcando |lcandowithhelp/ L OI Yy
List 3 barriers to good communication
List 3 tips for dealing with difficult people
Complete DifficulPeople Quiz

Complete Day 7 journal

Describe the impact of making decisions
List 3 large decisions

List 6 small decisions

List 3 roles you play (mother, sister, wife,
etc.)

Describe a difficult work situation
Complete Day 8 jonal

Demonstrate handvashing task

Describe infection control

List 3 ways infection can spread
Describe the chain of infection

Identify ways staff can prevent injuries
Complete Infection Control Review
Complete Day 9 journal

Describe why it is important to know the §
MN Hot Jobs

Describe the next step a CNA would take
using the Healthcare Academy
flowchart/pathway

List 2 websites where you would look for
CNA jobs

List 3 occupations in healthcare
Complete the areer exploration forms
Complete Day 10 journal

List 3 safety concerns in a leterm care
facility

Describe R.A.C.E.

Complete Safety Quiz

Describe OSHA

Complete a resident incident report
Define emergency

Identify 3 tips wien dealing with a violent
patient

Identify potential hazards to resident safe
Complete Day 11 journal

Complete Quiz Il

List the 3 generationg using the names in
the handout

Describe 2 medical disorders found in the
elderly
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Hedthcare Academy, Studerfssessed CompetenciesPage 3

Healthcare Academy Competencie] lcando |lcandowithhelp/ L OI Yy
Complete scenarios handout

Describe the difference between Type 1
Diabetes and Type 2 Diabetes

Define cancer

List 3types of cancer

LRSYGATe n LINAYLl NE
Disease

Name 3 tips when dealing with Dementia
residents

Complete Day 12 journal

Complete Skeleton Practice worksheet
Describe a decubitus ulcer

List 3 things a CNA can toprevent a
decubitus ulcer

Describe personal care

Complete Decubitus Ulcers Quiz
Complete Intake & Output handout
Name 3 guidelines for performing person
care

Identify 3 reasons for bathing

Describe perineal care

Complete Dg 13 journal

List 3 things the employers is looking for i
a Nursing Assistant

List 3 activities you observed in loteym
care facility staff doing

List 3 areas of the loAgrm care facility
Complete Day 14 journal

List 3 reasons to omitor vital signs
Describe vital signs

List 3 things that can affect body
temperature

Define blood pressure

Describe pulse

Describe respirations

List 3 things that can affect blood pressur
Complete Thermometer Exercise
Conplete Vital Sign Quiz

Demonstrate vital signs skills

Complete Day 15 journal

List 4 things found on a successful resum
Describe a chronological resume
Describe a good referral and a bad referri
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Healthcare Academy, Studemissessd Competencieg Page 4

Healthcare Academy Competencie] lcando |lcandowithhelp/ L OI Yy
Complete Resume Worksheet
Describe a cover letter

List 2 reasons to send a thank you note
Develop a cover letter

Identify your employment objdive
Create/Update your resume

Complete Day 16 journal

List 3 things a good nursing assistant doeg
from the video

[Aad GKS o tQa Ay |
List 2 common traditional interview
guestions

List 2 common behavioral inteew
guestions

Write answers to 10 interview questions
Describe the importance of good interviey
clothes

Complete Wardrobe Collage

Complete Day 17 journal

Describe a mock interview

Complete at least one mock interview
Completean observation sheet on anothe
aGdzRSYy i Qa AYy(dSNIASH
Describe 2 important topics from the vide
Complete Day 18 journal

Complete Final Quiz

Complete Skeleton Final Quiz

Complete Day 19 journal

Complete the Healthcare Academy class
evaluation

List the next steps you need to take after
the Healthcare Academy class

Enjoy the graduation ceremony
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Transitions

Mastering Change

I. Approaching Change

II. Taking Stock

Ill. Taking Charge
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Transitionsg Page 2
Definition

Transitions are the changes, good or bad, expected or unexpected, that unsettle our lives, shake us up, and take
some adjusting over time.

Type of Transitions

I.  Elected(Chosen)

II.  Surprisg(Unexpected)

lll.  Life On HoldDelay)

IV. Sleeper

V.  Double Whammies(Major)
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Transitions¢ Page 3

Taking Stock

n {Qa

Your SITUATION
e Assessment
e Impact

e Characteristics

Your SELF
¢ Inner strength
e Sense of Mastery
e Explanatory style

YourSUPPORT
e Current needs
¢ Range of support
¢ Convoy of support

Your STRATEGIES
¢ Change or modify the transition
e Change the meaning of the transition
e Managing stress
e Do nothing

©Workforce Development, Ine PreEmployment Healthcare Academy
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Transitionsg Page 4

Taking Stock

Situation

Did the situation change you?
Roles
Relationships
Routines
Assumptions

Were you al# to?
Plan for the transition in advance
Control the transition
Benefit from previous experience

Was it a good time in your life?
Were there many other stresses in your life?

Did you evaluate your situation as:
Positve
Negative
Okay

Taking everything into account, do you feel your situation is:
A high resource
A low resource
A mixed bag
Okay

Self
Are you generally challenged rather than overwhelrbgdransitions?
Do you generally feel a sense of control as you fegsitions?
Do you usually face life as an optimist rather than as a pessimist?
Do you define yourself as resilient in the face of change?
Taking all of the above intacaount, do you

Rate your SELF as:
A high resource
A low resource
A mixed bag
Okay

©Workforce Development, Ine PreEmployment Healthcare Academy

Yes
Yes
Yes
Yes

Yes
Yes
Yes

Yes

Yes

Yes
Yes
Yes

Yes
Yes
Yes
Yes

Yes
Yes
Yes

Yes

Yes
Yes
Yes
Yes

No
No
No
No

No
No
No

No
No

No
No
No

No
No
No
No

No
No
No
No

No
No
No
No
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Transitions¢ Page 5

Support
Are you getting what you need for this transition in terms of:
Affect? Yes No
Affirmation? Yes No
Aid? Yes No
Do you have a range or types of support like spouse, partner,
family, friends, ceworkers, neighbors? Yes No
Have you checked the organizations that are available to you? Yes No
I &4 @2dz2NJ aO02y@2e 2F az20Alf &adzZJ2NIé 0SSy Ay dSNNUzLIGS
(from friends to or@nizatiors) Yes No
Do you regard yauSUPPORT fordbketransitions as:
A high resource Yes No
Alow resource Yes No
Amixed bag Yes No
Okay Yes No

Coping Strategies

Do you use a range of strategies for coping? Yes No
Do you sometimes take action th&nge the transition? Yes No
Do you try to take stress in stride? Yes No
Do you know when to do nothing? Yes No
Do feel that you can flexibly choodéferent strategies
depending on the challenge? Yes No
Taking all of the above into account, do you rageir STRATEGIES as:
A high resource Yes No
A medium resource Yes No
A low resource Yes No
Okay Yes No
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Transitionsg Page 6
&1 00 036 71 OEOEAAOD
Approaching Change

e Type of change
e Impact o roles, relationships, routines, assumptions:

Taking Stock bYour Coping Resources

RATINGS
Your SITUATIONDverall High  Medium Low
e Timing High  Medium Low
e Control High  Medium Low
e Previous experience High  Medium Low
e Other stress High  Medium  Low
Your SELF: Overall High  Medium Low
¢ Response to transition High  Medium Low
e Sense of well being High  Medium  Low
e Self knowledge High  Medium Low
Your SUPPORTS: Overall High  Medium Low
e Getting affection, affirmation, aid High Medium Low
e Evaluation High  Medium Low
¢ Interrupted by transition High  Medium Low
Your COPING STRATEGIES: Overall High  Medium Low
¢ Taking action to change or modify your

situation, support and self High  Medium Low
¢ Changing the way you see change High  Medium Low
e Managing your reactions to change High  Medium Low
e Doing nothing High  Medium Low
e Other High  Medium  Low
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Transitionsg Page 7

Action Plan Worksheet

Possible Coping Strategies {GNBY3IGiKSyAy3a | 2dzNJ
¢Fr1Ay3a ' OlAz2y G2 [/ KFIy3aS 2NJ a2RAFTé& C2dz2NJ { Qa
Negotiating

Taking optimistic action
Seeking advie

Asserting yourself
Brainstorming a new plan
Taking legal action

Other

Changing the Wayou Se Things
Applying knowledge of the transition process
Developing rituals
Making positive comparisons
Rearranging priorities
Reappraising, relabeling, reframing
Ignoring selectively
Denying
Engaging in humor
Having faith
Other

Managing Your Reactions to the Transition
Playing
Using relaxation skills
Expressing emotions
Engaging in physical activity
Participating in counseling, therapy, or support groups
Reading
Other

Doing Nothing

Using Other Strategies
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Transitions¢ Page 8
Circle of Support

In the circle below:

1. Inthe center circle, vite your name

2. Inthe second circle, list the peopttosest to yowho provide yowsupport (for exampleyour spouse, ster,
best friend, etc.)

3. In the third circle, list other people close to yatno provide yowsupport- people who see you on a regular
basis for exampe; counselors, teachers, doctors, etc.)

4. In the fourth circle list peopleyou come in contacvith who supportyou ¢ you may not come in contact
with these peopleon a regular basis (for examplacquaintances, mail man, old high school frigpel;son at
the checkout etc.)
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Learn as much as you can while you can

ncrease your ability to learn from your

mistakes

Find out who you are now

E<p|ore your findings
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LIFE!

Sometimes you just want to change. Other times, change seems to be forced upon you. In either event,
change can be a very stressful time aquylife.

When dealing with a change that has been forced uponlikeuosing your job, a death in the family,
children moving out, or moving back in; you can make two choices: you can decide to be a victim of
circumstance, or you can decide to take trohof your life and make the best of the situation.

When a change is forced upon you, you can choose to make the best of the new circumstances that you
are faced with. This is a conscious choice. Take time to learn any lessons from the changeralt bey
that, let go of the past and focus on the future you wish to create.

Take timeto assess your goals and dreams. Be sure to write them down. In this class we will do more

than write them down, we will create a vision of the future you want to credRutterfly collage)

There seems to be some magic in committing your goals and dreams to paper; especially when you

share your dreams and goals with otherskkO A i NXB I { butdvheh yoy deiwritiig gBalis@n

paper your mind startstosee akt- &G &€ 2dz Oy NBIff& R2® 2S gAatf oS f
slow process, like a caterpillar turning into a butterfly; in the end you have beautiful results!

First decide what is really important in your lié®you will know where to focsiyour energyfamily,

work, school. Do you need to learn new skills to deal with your new situation? Do you need to collect
additional resources? Take time to do a careful inventory of what you have and compare it with what
you need to take your lifaithe direction you want to go.

Often, this assessment is difficult for those who have little experience with dealing with change or

setting goals. If you feel you need help, your Healthcare Academy instructor can give you some ideas on
who you should tk to next (Workforce Development, Incounselor, school counselor, other

community resources).

Once you have a clear picture of what you want to accomplish and what it will take to getytbare

have to take the most important step in the procesget started. This is where most people fail. They

FILAE G2 adlNIo LG Aa |ttt G222 Slrae G2 Frtf ol Ol A
happen to you. Choose each day to move forward toward your goals and creating your new\liayth

you want it to be.

9SSy AT @&2dz @ptenard yoirtlgdalSjustmalkedep. Foriexample, if you decide you

need more training, look for classes that you can attend, read a book on the subject, or talk to a friend.
If there are other esources that you need, start looking for places that these resources are available.
Make a wish list.

Keep a journal of your progress and direction. Begin each day by rewriting your main goals; small goals
can be put in under the main goals.
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LIFEL Page 2

Goal: Complete Healthcare Academy Class

U Get up on time everyday!
U Do homework!

U /FEf a2yYyS2yS AT L FY addzO1 XL g2y Qi 3IADBS dzLH

This will keep your focus. Use your journal to not only chart your progress, but to inspire you as well.
We will be leeping a journal every day.

Try askingourselfquestions: How can | go to school and work? How t&ind daycare in the

evenings?If you are stuck at some point, weithe question in your journal; you can wait for an answer.
Smetimes the answer Wijust come to you. Call someone you trust with your dreams and brainstorm!
Write whatever comes to mind. You will often be surprised at the insight that will come to you using
this process.

If you are unsure of a goal, just give it a try for a whiitét does not feel right to you after 30 days or so
then drop it and move on to another goal. The great thing about life is that you can begin again at any
point.

Embmace the changes in your lifeyen the ones that seem forced upon you. Make theiohdo live life

to the fullest extent no matter what your current circumstances. There is an abundance of resources
waiting at your disposa] all you have to do is choose to act.
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Flash Cards Directions and Supplies

Supplies:
3 x5 Index cardg Sudent provided
Markersc Instructor provided

Directions:

Have the students takeut the Key Termsind theAbbreviatiors sheet. Students will thewrite the
abbreviation(or the word from the Key Termsn one side of the card. Have the student flip thard
over and write the abbreviatioaxplanation ér the Key Ternmeaning on other side of the flash card.

See below:

Front

Activities of Rily Living

Back
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Abbreviations

Aor Ax Axillary(armpit temperature)
a.c. Before meals

ADA American Dietetic Association
ADL Activities ofdaily living

Ad lib As desired

AEB As evidenced by

A.M. Midnight to 12 noon

AROM Active range of motion

B&B Bowel andbladderprogram
b.i.d. twice a day

BKA Below knee amputation

B.M. Bowel movement

BP Blood pressure

BRP Bathroom privileges

CorW with

c.C. cubic centimeters

C/O I 2YLIX FAyGa 2FX
CMS Golor, circulition, motion, sensitivity
CVA Cerebral Vascular Accident (stroke)
DAT Diet as tolerated

DNR Do Not Resuscitate

h./hr. Hour

HO Water

HOB Head of bed

HOH Hard of hearing

h.s. Bedtimehour of sleep

Ht Height

& O Intake and Output

Mi Myocardialinfarction

Na Sodium

NKA No known allergies

NPO Nothing by mouth
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Abbreviations¢ Page 2

O Oral

OOB Out of Bed

O.D. Right Eye

0O.S. Left Eye

O.U. Both Eyes

O, Oxygen

oT Occupational Therapy
Oz Ounce = 30cc

p.C. After meals

Peri Perineal

P.M. 12 noon to midnight
PT Physical Therapy
p.r.n. as needed or desired
PROM Passive range of motion
Px Physical examination
q Every

g.d. Everyday

g.i.h. Every four hours

g.i.d. four times a day
g.o.d. Every other dg

R Rectal

Rt Right

SBA Stand by assist

SOB Shortness of breath
Stat Immediately

Sx Symptoms

TC & DB Turncoughanddeep breathe
t.i.d. Three times a day
TLC Tender loving care
TPR Temperature, pulse & respiration
TX Treatment

V.S. Vital sign

WIC Wheelchair

WI/O, s Without

WH. Weight
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Key Terms (Units 1z 10)

Unit 1

Patient: Person having physical or emotiong
illness who receives care from healthcare
workers.

Resident: Person living in lontgerm care
facility, often eldery, usually their permanent
home.

Abuse: The willful infliction of injury,
unreasonable confinement, intimidation, or
punishment with resulting physical harm, pa
or mentalanguish.
Exploitation: L f £ S3I f dzasS 27F
property or personal items

Involuntary Seclusion:Separation of a
resident from other residents or from his/her
room or confinement to his/her room (with o
without roommates) against the residénQ a
gAtES 2N gAft 2F (K
representative.

Neglect: Failure to provide goods and servic
necessary to avoid physical harm or mental
anguish or mental illness.

Advance DirectivesA document that makes a
LISNB2YQa sAaKSa (1yz2s6y
in the event they are unable to speak for
themselves.

Durable Power of Attorney for Healthcare:
Advance directivauthorizing another person to
makea variety of legal decisions for a person if th
person is unable to make or communicate a
decision. This document usually includes decisig
abouthealthcare

Living Will: An advance directive about end of life
issues.

Ombudsman: An advocate or representative who
speaks or writes in support tfie resident@causes
or complaints.

Confidentiality. Holdingin trust; keeping
private, not sharing spokemd written words
about a resident.

Etiquette: Acceptable manners or behavior
public or work places.

Ethics Standard of behavior and moral
judgment to evaluate right and wrong.

JobDescription Duties and responsibilities
involved in a work pason.

TeamWork: Joint action by a group of people wit
individual and group skills to coordinate efforts to
efficiently complete tasks.

Chain of CommandA list of who reports or
answers o whom.
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Key Terms
Unit 2

Basic Human Needskequired odesired thingg
or feelings necessary for life.

Development: The increase in mental,
emotional and social capabilities.

Development TasksSocial, emotional and
psychological behaviors that are part of the lif
experience and become evident in interpensl
skills and interactions.

Growth: Physical changes that occur in the
body; increase in size, values and strength.

SelfActualization:! OKA S@SY Sy i
greatest potential abilities.

SelfEsteem:! Yy A Y RA @A Rdzl £ & ¢
him/herself.

Copirg Mechanisms:Responses to stress one
uses to protect his/her feelings of selfteem.

Mental Health: Adjustment to life events that
allow feelings of selivorth and comfort with life
situations

Cognitive: Intellectual process that includes
thought, avareness and the ability to understang

Intervention: Actions and discussions to discovq
possible solutions to a problem.

Culture: Lifestyle or pattern of living of a group of people and how the group of people views the v

with their estabished values and beliefs.

Diversity: Differences among people that include race, culture, gender, age, and abilities.
Ethnicity: Special group within a race sharing social customs, language, national origin and/or hel

Race: Classification of paple according to shared physical characteristics such as skin color, facial

features, blood type or hair texture.

Stereotyping: Placing members of a group péople into a category with the assumption that all are

the same.
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Key Terms
Unit 3

Body language:Use of body and
facial positions and movement tg
send a message. The person m
or may not be aware of the
message sent.

Communication: The exchange
of information or messageby
written or spoken words, signals
or other methods.

Non-Verbal @mmunication:
Messages sent by methods othe
than spoken or written words
such as facial expressions and
body movements.

Receiver:One who gets the
message.

Sender: One who gives a
message

Cyanosis:Blue color to the lips
due todecreased amourf
oxygen in the blood.

Signs: Evidence of something
abnormal occurring in the body
which is observed by the nursing
team through seeing, listening,
touching, or smelling.

Symptoms: A change in the body
or function of the body that the
resident experiaces aul tells the
nursing teamabout

Care Plan:A written method or
outline identifying theNB & A R |
needs and how healttare
workers will assist them.

Chart: A legal document that ia
GNAGGSY NBO2NR
care and observations.

Cheklist: Form to monitor
2y3A2Ay3 NBaARS)
such as appetite or vital signs.
Also called flow charts or flow
sheets.

Report: The action of relaying
information about a resident to
the nursing team members

Objective Observation:A factual or measurable
event such as a pulse rate or body sign.

Subjective ObservationStatement made by
adzOK | &

0§KS NBaARSyl
symptom)

person.

Incident: Unexpected situation, which causes
harm to residents, employees or any other

Extremities: Arms or legs.
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Key Terms
Unit 4

Chain of Infection:Process involved in the development of infectious disease in people.

Contaminated: ltems or areas considered to have diseasgising organisms.

HIV: Human immunodeficiency virus theauses AIDS

Host: Plant, animal or human that harbors an organism.

Infection: Condition or disease where the body or part of it is invaded by pathogens which multiply and res

disease or harmful effects.

Infection Control: Practices which hplto reduce the spread of disease. Also call Medical Asepsis.
Isolation: Practices to separate people or items especially with easily transmitted disease.

Microorganisms: Tiny living bodies that cannot be seen with the naked eye; can only be seea mittroscope.

Pathogen: Diseasecausing microorganismgerm.

Transmission:Transfer from one person or place to another.

Assistive DeviceAny item
(handrails, grab bars, canes,
wheelchairs) that is being used
or used in the care of a resident
to promote their safety and
function.

Body Mechanics:Using muscles
of the body correctly to make the
best use of strength to lift or
move objects.

Body Alignment: Position of the
body so it can function properly.

Transfer (gait) Belt:Webbed belt
used as a safety device when
moving a resident.

Disinfect: Preventing infection by
killing bacteria.Disinfectants are
common solutions usually
containing chlorine.

Medical AsepsisiProcedures
used to prevent pathogens from
spreading.

StandardPrecauions: Practices
such as hand washing and glovil
identified by the Center for
Disease ControWhich reduce the
risk of transmission of disease.

Sterilization: Removing or
destroying all microorganisms of
a surface.

Physical RestraintAny manual
method or physical or mechanic:
device, material or equipment
attached or adjacent to the
NEAARSYy(GQa 02Rz¢
cannot remove easilyhich
restricts freedom of movement o
Y2NXIf | 00Saa |
(Federal regulation 483.13).
PPE:Persmal Protective

Equipmentsuch asgown, gloves
or mask.

Safety: Practices that prevent
harm or injury.
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Key Terms
Unit 5

Fever:Elevated temperature;
usually a sign of illness.

Temperature: Measurement of
body heat.

Pulse: Pressure of the blabfelt
against the wall of an artery as
the heart expands and contracts

Pulse Rate:Measures heart
beats; the number of times the
heart beats per minute.

Pulse Spot:Areas on body where
pulse can be counted or
measured.

Blood PressureMeasurementof
the force of the blood against the
walls of the arteries.

BPM: Beats per minute.

Diastolic PressureNumber at
which the last sound is heard or
lowest number when blood
pressure is measured.

Systolic PressureNumber at
which the first sound isdard or
highest number when blood
pressure is measured.

Hypertension: High blood
pressure; greater than 140/90.

Hypotension: Low blood
pressure; lower than 90/50.

Bradycardia: Pulse rate under 60
beats per minute (bpm).

Tachycardia:Pulse rateover 100
beats per minute (bmp).

TPR:Abbreviation for
temperature, pulse and
respiration.

VS: Abbreviation for vital signs
which are temperature, pulse,
respiration and blood pressure.

Expiration: Breathing out air.
Inspiration: Breathing in ai

Respirations: The process of
breathing; the exchange of gass
(oxygen and carbon dioxide) in

the lungs.

Cannula: Plastic prongs placed i
nose to deliver oxygen

Hypoxia: Lack of oxygen in the
body tissues.

Route: Method
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Key Terms
Unit 6

Activities of Daily Living (AQM)a Daily activities
necessary for people to complete basic need:
such as hygiene, eating, eliminating and
moving.

Perineal CareBathing or cleansing the area o
the body which includes the genitals, groin, al
rectal aeas. Usually called perare.

Friction: Rubbing against the surface.

Hygiene: Methods of preserving health. Usually
refers to keeping the body clean.

Lesion: An opening or sore in the skin.

Pressure Ulcers (or Decubitusiny lesbn caused
by unrelieved pressure that resslin damage to
the underlying tissue(s). Although friction and
shear are not primary causes of pressure ulcerg
friction and shearing are important contributing
factors to the development of pressure ulcers.

Dependen: Relying on others, needing
assistance from others.

Paralysis:Loss of function (sensation of
movement), usually of an extremity (arm or

leg).

Shearing: Force of the skin over the bone whe
the bone moves but the skin stays at point of
contact.

Podatrist: Individual who specializes in the
care of the feet.

Colostomy:Opening into the large intestine. The
stool will be formed or semi formed.

Gastrostomy: Opening into the stomach.

lleostomy: Opening into the small intestine. Thé
stool willbe liquid.

Ostomy: Surgical creation of a stoma.

Tracheostomy:Opening into the windpipe
(trachea) in the neck.

Ureterostomy: Ureter tube taking urine from the
kidney is attached to the surface of the skin.
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Key Terms
Unit 7

Progressive Mobiliation: Process that builds
on activity steps which increases thNeS & A R
ability.

Rehabilitation: A process in which the residen
is assisted in reaching their highest level of
ability physically, mentally and emotionally.

Restorative CareNursingcare that is planned
G2 LINRPY23GS NBAARSYHQ
much of their independence as possible.

Body Alignment: Correct positioning of the body
for good posture, comfort and the best
functioning for all body systems.

Exercise:Physical actity or series of specific
body movement designed to strengthen the bog
or parts of the body.

Range of Motion:Moving body joints through
their normal motion.

Atrophy: Decreased in size and strength.

Contractures: Shortening or contraction of a
muscle. May be due to spasms or paralysis.

Ambulate: To walk or assist the resident to
walk.

Adaptive Equipment:ltems such as eating
utensils which are altered to make them easie
to use by residents with functional limitations.
(Also called assist device).

Transfer: Move from one surface or place to
another.

Hemiplegia: Paralysis of one side of the body.

Quadriplegia: Paralysis of all four extremities an
the trunk.

Paraplegia:Paralysis (loss of sensation or
voluntary movement) of lowepart of body and
both legs.
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Key Terms
Unit 8

Essential Nutrients:Necessary nutrients irobd
needed by the body to supply heat and energy, by
or repair tissue and regulate body functions:
Proteins, carbohydrates, fats, minerals, and water

Food Guide PyramidRecommended daily serving
of food for a balanced diet.

Nutrition: Process by which the body takes in foo(
and uses it for growth, repair and maintenance of
health.

Aspiration: Inhaling liquids into the lungs.

Diet: Food and flids regularly consumed by a persot
as a part of normal living.

Therapeutic Diet: Special diet ordered by physician t
help in the treatment of disease.

CVA: Cerebral Vascular Accident (stroke).

Dehydration: Lack of insufficient water or fluid in
the body.

Dysphagia:Difficulty swallowing.

Graduate: A container into which liquids can be
poured. It has measured numbers on the side.

Intake: All liquidsor fluids consumed.

Emesis Vomiting

Puree: Foods that are blended to a smooth
consistency.
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Key Terms
Unit 9

Defecate: Eliminating stool, also
called bowel movement.

Elimination; Removal of waste
products from the body.

Feces:Semisolid wastes
eliminated from the intestines.
Mostly undigestible ingredients
from food, alsacalled stool.

Output: Substances expelled or
excreted from the body. Usually|
measured and recorded such as
urine.

Urine: Liquid waste excreted by
the kidneys; mostly water and
fluidsfiltered from the blood.

Void: The act of eliminating
urine; alsocalled urination.

Constipation: Having difficulty
with bowel movement and
eliminating less often than usual
pattern.

Diarrhea: Frequent loose, watery
stools.

Fecal Impaction:Hard, dry stool
that becomes lodged in the
intestines or rectum.

Flatus: Intestinal gas.

Incontinence: Inability to control
or retain urine or stool.

Incontinence Brief:Disposable
absorbent pad designeatine
undergarments.

Drainage: Fluids withdrawn or
freely flowing from a wound or
body cavity such as blood and
other body secretions.

Catheter: Hollow tube which
drains urine from the bladder.

Perspiration: SvS | (i ® .7
means of removing heat. A bod
waste product. Not usually
measured by observed in
saturated clothing or linens to
evaluate dehydratiomnd other
conditions.
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Key Terms
Unit 10

Cognition: Awareness or
alertness to be able to thig
reason, make decisions and hav
memory or recall.

Cognitive Impairment:Mental
decline which reduces awarenes
thinking tasks become difficult.

Devebpmentally Disabled:
Person who has a mental and/or
physical impairment, usually fror
birth, that will probably continue
indefinitely. Usually requires life
long or extended care.

I 5[ Qdlivities of daily living.

Confusion: Inability to distingush
or separate differences between
things. There is an inability to
follow directions.

Disorientation; Decreased
awarenes®f time, place and
person.

Dementia: Progressive
deterioration of mental function.

Depression:Altered mood, loss
of intereg, feelings of
hopelessness.

Mental Retardation: Lower than
average intellectual developmen
It can range from mild to severe.
Caused by conditions before
birth. 1t may be referred to as
mentallychallenged

Reality Orientation: Assisting residdrto be aware

of time, place, and person.

Hospice: A special facility or services to provide c4

to a terminally ill individual.

Shroud: A paper or cloth to place on the body afte

death.

surroundings.

after birth.

Autism: A disorder of unknown cause which results
difficulty communicating and relating to people and

Cerebral PalsyA brain abnomality which may be
congenital,or due to lack of oxygen beforduring, or

Agitation: Change in physical activity, usually increaaetivity suchas wandering or pacing. May be

seen in sleeplessness.

Anxiety: Feeling uneasy, apprehensive, worried.

Fear: Sense of dread from feelings of danger.

Stress or Stressort Y S @Sy i

confusedb ¢

2NJ aAddzd GAzy

Kl

0 Oleall&a GKS 02
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Time to Journal

Rationale:
Journaling ishe practice of writing things down. When you are a CA will be required to
make notes onmesidents;journaling will give you an opptamity to practice doing this.
Writing down goals helps yato be aware of how you are progressing. It is also a way to see
how your first day of journaling compar&syour last day of journaling.

Question of the Day:

List three good things that happened to you today. This is to help create a positiireagpdf
OA®PSd® F20G G2 Oflaa 2y GAYSTI RARY QG NHzy 2 dzi

AND
How did the Transitions packet make you feel?
¢ If you did not like the Transitions packet, list why or what you did not like.
¢ If you liked the Transitions packet, I&things you liked about it.
OR
H2g RAR G(G2RlFIe&Qa Oflraa YIS e2dz FSSt K
OR
Write your plan for success in this class.

OR

LyadNHzOG2NRa vdzSadiazy 2F / K2A0S
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Sessionl
Instructor
Materials
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Check In Process

Directions:
e Pass theCheckn sheet around
e Putyour name, the date and time in the spaces provided
e Your instructor will keep all th€heckn sheets in a folder marked with the class date. These can be used
to keep track of your attendance for counselavs referrals for employers

Name Date Time
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Circle of Support Discussion z Instructor Materials

Once students have completed their circle, discuss each of the circles

Circle 2:
e Ask students who they chose, list them on the white lbar easel
0 Spouse
o Grandparents
0 Brother(s)/Sister(s)
0 Best Friends
o Etc.

o Discuss that sometimes the people closest to you can hurt or hinder your progress. Sometimes
they feel they are put ssond now that you are a studentpu may not have as much time for
them as you did beforeExample:spouse expects you home after when he is done with work to
make dinner or to take care of the children; and you are not there because you are in school.
He may make you feel guilty because you are not there.

Circle 3:
e Ask students whm they choselist their response®n the white board or easel
o Counselor
o Teacher
o Doctor
o Friends
o Etc.

¢ Discuss that sometimes the people in your third circle can help you the most. These people are
not as close to you and may be able to l@kour situation more objectivelyExample:your
counselor/teacher can offer resources and ideas.

Circle 4:
e Ask students who they chose, list them on the white board or easel
0 Acquaintances
o Mailman
o Old High School Friends
0 Person at the Checkout
o Etc.

o Discuss that sometimes the people in your fourth circle may also help you. These people are
people you may meet occasionallgxample:you may stop for gas on your way to an interview
and the person at the checkout comments on how nice you look and nsyywu good luck on
your interview. This comment makes you feel good and boosts your self esteem.
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Session 2Lesson Plan

Materials: Checln Process

Relax; Directions and Supplies
Butterfly ¢ Directions and Supplies
Time to Journal

Equipment/Supplies: | Easel/whiteboard and markersinstructor provided

3-Hole punchg Instructor provided

Spiral mtebook¢ Student provided

2 Pencilg, Student provided

1 Peng Student provided

Flashcards¢ Student provided

11 x 17 Bper, cardstock, or construction papetnstructor provided

Markers, 4 setg Instructor provided

Glue bottle orgluesticksg Instructor provided

Scissorg, Instructor provided

Lots of magazines (have students bring in old magazines to use, or you can {
some of the businesses in youearand see if they have any to donate)
Instructor brings in magazines, tadnstructor and Student provided

If possible, display collages for the duration of the cl&sidents can take
collage home on Graduation Day

3 Hours
Style Time Activities
V,K 5 minutes| Check In Process

V,A,K 30 minutes| Relaxg Directions and Supplies

V,AK| 75 minutes| Butterfly ¢ Directions and Supplies, Instructions/Collage

V,A,K 15 minutes| Break

V,AK| 45 minutes| Sharing Your Collage

V,A,K 10 minutes| Time to Journal
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Butterfly z Directions, and Supplies

Supplies:
11 x17 Paper, cardstock, or construction papeinstructor provided
Markersc Instructor provided
Glue bottle omgluesticksg Instructor provided
Scissorg, Instructor proviagd
Lots of magazines (have students bring in old magazines to use, or you can call some of the
businesses in your area and see if they have any to dogaieyructor and Student provided

Directions:
1. After students clear the tables/desks, put out thaper and have the students take one.
2. Pass out scissors, glue, and markers.

3. Have the students put magazines in the middle to share.

4. Tell the students that they are going to create a collage of the things in their lives that are
important to them.

5. Students will cut out pictures that represent their interests, hapdreams, and goalsThey will
glue the pictures onto the 11 x 17 paper.

6. There is no right or wrong collage in this class. Make sure you allow enough time to talk about
the collages aftertte students have finished.

7. After the students have finished the activity, have them help gather supplies and put them
away.

8. The instructor will tell the students after they are done that they are going to sihaeey
picture that they have put on the pap, usingd Lstatements.

9. The instructor will go first to demonstrate. Example: If the instructor has a picture of flowers on
GKSAN) LI LISNE GKS@& Yire& aleé& aL Ldzi GKAa FfE26SN 2
love to spend time in the gargee @

10. Every student will share their collag¥ou must stand up while presenting your collage. Tell
why you liked each picture and how it relates to you.

11. After the students are finished sharing, have the students get out the spiral notebook for a
journalquestion.
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Time to Journal

Rationale:
Journaling is the practice of writing things down. When you are a CNA, you will be required to

make notes omesidents;journaling will give you an opportunity to practice doing this.

Writing down goals helps yao be aware of how you are progressing. It is also a way to see
how your first day of journaling compar&syour last day of journaling.

Question of the Day:

List three good thingthat happened to you todayThis is to help create a pitive self inage.
(.e.gottoOf @34 2y GAYSSET RARY QO NYzy 2dzi 2F 3l a 2y OF

AND

Y18 82dz FSStK S5AR @2dz

(07

|l 26 RAR GKAA | OQGAOGAG
OR

YIS @&@2dz FSSf K

QX
QX

| 26 RAR (2RI&Qa Of
OR

Ly &iNHZOG2NRE vdzSadAazy 2F / K2A0S$
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Check In Process

Directions:

Pass theChecln sheet around
Put your name, the date and time in the spaces provided

Your instructor will keep all th€hecln sheets in a folder marked with the class date. These
can be used to keep track your attendance for counselors or referrals for employers

Name

Date

Time
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Relax z Instructor Materials
Directions and Supplies

For this actiity you may use a white board arflip papereasel, or the students can write in their spiral
notebook.

1. Ask students what they do to relax.

2. Write down the things that the students do to relax on the white board or easel.

3. If you are not using the white board or eagdlave the students write dowthe things that are
talked about in the discussion.

4. Encouragehe studentsto take anactiverolein this discussionYou couldusea dround table&
format. Have each student think of one thing they do to relao around the room to have
each student sare their idea. This way everyone has a chance to tdtkllowing input from
everyone, you can have students provide additional suggestions in a less formal way.

5. No answer is right or wrongalk about some of thédeasthat areprovided

6. If a studenttalks about taking a walk to relax, talk about how exercise is a great stress reliever.

7. Ask students if they have a close friend that they can tald¥o (i K S,&ffefRs@nyé @pitions of
people they can talk toExample: Counselor, doctor, spouser sibling. Have students get into
the discussion by offering up suggestions of people they have in their lives that they use for
relaxing or stress relief.

8. Tell the students to get ready to do the collage.

9. Clear off tables and pass out supplies. (Sg&eBly ¢ Directions, and Supplies)
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Session3 Lesson Plan

Materials:

Check In Process

Life Events Stress Inventory

Coping Strategies

How to Be Happy and Healthy Taking Care of Others
Key Terms (Unitsd3)

Time to Journal

Equipment/Supplies:

Easel/vhiteboard and markers Instructor provided
3-Hole punchg Instructor provided
Spiralnotebook¢ Student provided

2 Pencilg, Student provided

1 Peng Student provided

Flashcards¢ Student provided

3 Hours
Style Time Activities
V,K 5 minutes| Check In Pcess
V,AK| 30 minutes| Life Events Stress Inventory
V,AK| 30 minutes| Coping Strategies
V,A K 15 minutes| BREAK
V,AK| 45 minutes| How to Be Happy and Healthy Taking Care of Others
V, A 45 minutes| Key TermgUnits 1¢ 3)
V,AK| 10 minutes| Time to Journal
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Life Events Stress Inventory

Life Event Mean Value
1. Death of a Spouse 100
2. Divorce 73
3. Marital Separation from Mate 65
4. Detention in Jail or Other Institution 63
5. Death of a Close Family Member 63
6. Major Personal lliness/Injury 53
7. Marriage 50
8. Being Fired at Work 47
9. Emotional or Physical Abuse 45
10. Retirement from Work 45
11. Major Change in &&lth or Behavior of Family Member 44
12. Pregnancy 40
13. Sexual Difficulties 39
14. Custody Battles 39
15. Conflict with Parents, Siblings, Family Members 39
16. Major Change in Financial State 38
17. Death of a Close Friend 37
18. Changing Jobs 36
19. Become a Parent or Child Returned Home with a Child 35
20. Parenting Conflicts 31
21. Mortgage or Loan Foreclosure 30
22. Major Change in Responsibilities at Work 29
23. Child Leaving Home (MarriagCollege, Military) 29
24. In-Law Troubles 29
25. Outstanding Personal Achievement 28
26. Spouse Beginning or Ceasing Employment 26
27. Major Decision Regarding Your Immediate Future 26
28. Major Change in Living Conditions 25
29. Revision of Personal Habits (Quitting Smokidrgss Manners, Tattoos) 24
30. Trouble with Boss 23
31. Major Changes in Working Conditions 20
32. Changes in Residence 20
33. Credit Rating Difficulties 19
34. Major Change in Social Activities 18
35. Taking Out a Loan (School, Car, Personal) 17
36. Major Change in Sleeping Habits 16
37. Major Change in Eating Habits 16
38. Major Change in Number of Family Gatherings 15
39. Vacation 13
40. Minor Violations of the Law (Traffic Tickets) 11
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Life Events Stress InventoryPage 2

Life Events Stress Inventory Directions

Mark down the point value of eah of these life events that has happened to you during the last year.
When you have completed the Life Events Stress Inventogyjitl £ (G KS L2 Ay (aX

150 points or less: Means a relatively low amount of life change and low susceptibility to stress
induced health breakdown

150¢ 300 points: Implies about a 50% chance of a major health breakdown in the next 2 years

300 points or more:Implies about an 80% chance of a major health breakdown in the next 2 years
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Coping Strategies

Create a Daily Roirte

1.

PN

No o

© ®©

Your morning routine will set the tone for your day while your evening routine will influence the
quality of your sleep.

Wake up 1820 minutes earlier than usual to begin your morning routine.

Begin with some gentle stretching, or light calisthenics.

Send at least 15 minutes centering yourself through meditation, progressive relaxation or
listening to a meditation tape.

Slowly et a nourishing breakfast

Leave plenty of time to commute to work.

Your evening activities should consist of calnangvitiessuch as reading uplifting books,
writing, meditating, taking a bath or having light discussions.

Try not to watch ovestimulating or violent television shows in the evening.

For 30 minutes prior to going to sleep, turn off the day and go inward bytateudj, listening to
a relaxation tape or whatever helps you make the transition to a restful sleep.

Using the 8nses to GIm

1.
2.
3.

ok

Avoid jarring noises by listening to relaxing background music or wearing earplugs.

Give yourself or receive a massage on a legoasis.

Reduce the time you are sitting in front of a television or computer screen and gaze at beautiful
pictures or nature frequently.

Reduce your use of caffeine by drinking calming herbal teas and a lot of pure water.

Eat warm, nurturing food.

Takea mini retreat twice a week and a longer retreat several times a year.

Important Points in Reducing Timer&ssure

1.
2.
3.

»

o

© ©

Listen to soothing music while driving slowly.

Try to avoid driving during peak traffic hours.

Utilize the opportunity of red lights and ftific jams as cues to spend time practicing relaxation
techniques.

Regularly practice slow walks in nature to stay calm and focused in the present.

Try talking slower and being in silence sometimes

Wait five seconds before responding during an intense csati®n to reduce ovestimulating
arguments.

Try mindful eating during at least one meal a week without engaging in any other stimuli, such
as reading, watching television or talking.

Try writing and typing at a slower rate.

Transform the ring of the tefghone into a relaxation cue by not answering the phone until the
3 or 4" ring if possible, while using the precious moments to relax deeply.

10. Minimize your use of the computer, phones and television.
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Coping Strategieg Page 2

How to Create Enjoyableral Relaxing Work

1.

2.
3.
4.

11.

Try to develop a positive attitude toward your job by creating enjoyable social interactions,

helping others and being enthusiastic about your work.

Listen to background music that is calming and maintain proper air circulation and tetumgera

Gaze at pictures of natural settings; bring flowers and plants to work.

Have juice or herb tea and healthy snack foods available as well as uplifting magazines or articles
for your clients or employees to read.

Have a comfortable chair to sit on.ytiu are sitting all day at work, periodically perform

stretches and take short walks.

Throughout the day do some slow abdominal breathing exercises and take short meditation
breaks.

If you are calm, your earorkers will be more relaxedreating interperg@ y I £ K| NX¥Y 2y é @ 5 2
forget to smile frequently.

Explore changes in your job schedule such as beginning work later, working from home or
reducing your hours.

Create a daily work schedule each morning to plan a predseeeday.

. If you are working in a vgrstressful job that cannot be modified, examine your beliefs and

values as to why you continue to work in a difficult situation.
Investigate new job possibilities that are well suited for your sensitivity.

Healing Insomnia

1.
2.
3.

4.

o

© N

10.

11.

12.

13.
14.

15.

Review your lifestyle regardinvhere you can reduce stress.

Rule out any medical causes for insomnia; i.e. medication, sleep apnea, etc.

Twenty minutes before bedtime, meditate, do deep abdominal breathing, progressive

relaxation, or listen to a relaxatiadape.

Try to go to bed befa or near 10 p.m.

52yQa t221 4 F O0t201 FFUSNIy 2N ¢ LY

LGQa o0Sad yz2aG G2 ¢ 00K adGdAYdAZ FGAy3a (GStS@OAaAz2Y
Spend the evening reading uplifting books, writing, meditating, or engaging in calm discussions.
Takea walk in nature in silence during the day.

52 | SN2oAO SESNOA&AS F2NJon YAydzisSa 4 8
CAYA&AK SFdAy3 | ftA3IKG RAYYSNIo6e 1 LYo |
foods such as brebbefore bedtime can increase your sedative neurotransmitters.

One hour before bedtimgyou can drink a glass of a calming herb tea such as chamomile
some warm milk.

Take a bath with a few drops of essential oil of lavender or apply soothing oilsitdgdy or
forehead before going to bed.

Make sure your bedroom is quiet, dark and at a cool temperature. The room should be a safe
and nurturing space.

Stick to a regular routine by going to bed and getting up at the same time each day.

Develop a positie attitude toward sleep. Reframe negative dalk about sleep into positive
statements.

Traveling may create sleep challenges so take the necessary sleep aids with you.

lj

la 0 K
YR R2Y
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How to Be Happy and Healthy Taking Care of Others

We know that it is up to eachf us to take care of ourselve#. someone asked you what others in your

life need, you could probably sit down and write adiatlengthy, fairly accurate lisof THEIR needs.

But when the question pertains to OUR OWN needs, most of us have neserritgany thought. How

Oty tyez2yS StasS 6S Ay OKIFNHBS 2F (y26Ay3 6KIFIG ¢S y
ourselves?

So-intellectually atleast6 S 1 y2¢ AGQ&a dzLJ G2 dza G2 G11S OFNB 27
catch ourselves hapg- just a little- that someone will come along to ease our pain or lighten our
burden?

Yet think about it. How can anyone else take care of our needs if they don't KNOW what we need? And

how could they possibly know what we need if WE don't know weaheed? Thento further

complicate it- because we are human, our needs change all the time.

|+ dSy Qi &@2dz SOSNJ SELISNASYOSR 0 SAssAyaway frami@NE ( KI (
Keep out of my face. Ineedspac&™ St f = YI 208 ahAR+9KYSPSodzi &2dzQ@S
about peoplewhodo..t KSy >z | $SS{1 tF0SNE @&2dz FAYR @&2dz2NASt T
would just hug me"

So-whenallissaidanddon® 2dz 5h (y2¢ (GKS |yagSN (i2 a&d |jdzSada:
others, who takes care of you?If you ever find yourself saying "No one", then you know YOU are not
doing what needstobe donet KSNBQa | 226 (2 0SS R2yS FyR AdQa dzLJ

2 KF§Qa , 2dNJ ¢2daKSad / KEEfSy3ask

Work, money, health and timgressures are pretty hefty concerns, but the top challenthe top
stressor is "caring for others".

Nursing assistants are 'fnare giving situations These situationsnayinclude: working in a nursing
homeor assisted livingenter, providing homehealthcare, or caring for aging parents or children.

Nursing assistants have an additional challenge of constantly trying to come up witkifferent,
excitingor interesting events, in addition the activities of daily living that are required.

As youstrive to give your employer your best quality of service, you KNOW you need to also care for the

guality of your personal lifeWhenyou get to the end of the dagfter caring for everyone else, there
2dzat R2SayQi asSSy (2 aeSoryYQUerighi2A YS 2NJ SySNBEBe STa
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How to Be Happy and Healthy Taking Care of OthePage 2

Perfectionism¢ It Can Make You Crazy

A great place to start caring for yoself is to stop expecting perfectioWhen we barrel through life
expecting ourselves to be pede expecting others to be perfect and/or expecting life to be perfect, we
place almost unbearable pressure on ourselves and otheothing causes stress like perfectionish.
destroys our selesteem and our relationshipdt also makes us crazy.

Sq if perfection can make us crazy, what are we supposed to striverfuediocrity? No, not at all. If
you are going to be a great nursing assistant, my guess is that you would never accept a standard of
mediocrity. What we need to recognize is the elifhce between excellence and perfection.

The biggest difference is that excellence is achievable, perfection seldom is.

Making Mistakesg And Beating Ourselves Up

One variation in the business of perfection is the fear that most people have of makiisgeke. Part

of being human and therefore imperfect is making mistakes, yet so many people beat themselves up
and refuse to forgive themselves when they make a mistake.

Afavorite quoteish ¢ KS LISNER2Yy 6K2 yS@SNI YI | &gthing: YA&dl 1S LINE

As long as we are involved with and living life, we will make mistakies.couch potato who never does
anything is likely to makiwer mistakes than people like you who are involved in a complicated
profession-- and are involved in lifeThis quote is so powerfulYou can remind yourself that as long as
you are involved in LIFE, you will make more mistakes than if you were a couch potato.

2S R2y Qi KI @S GKS OK2A0S 2F gKSGKSNI 6S Oly tA@BS |
the mistakes WILL be ther&ut we DO have a choice of whether we will beat ourselves up over the
mistake or use the mistake as a learning lesson.

| + @S @&2dz ft A@SR f2y3 Sy2daAK G2 (y2¢6 GKIG YdZOK 27F ¢
mistakes?

Recharging Your Battery
b2¢g AGQa GAYS (2 RSOARS 2y a2YS | OGA2y®

What can you start doing today that will bring some fun orjoy into your ifés? Q& It Y2ad | & AT
trying to sell you on the importance of taking care of yours¥lbur time spetreading this is wasted if

82dz R2y Qi YI 1S I RSOAaAz2y (2 &R 2¢8 LIBaAiK@SuAZSe
probably never start.

It can be as small as taking some quiet time 5 minutes a week or as big as returning to caléegbelt

a"'oneda K20 RSIFfh 2N 42YS{RMYy DIyXdzQ 32 RHDERFE@ENE RI2y/A |
something to take care of yawow. This is definitely an assignment which is going to be different for
SOSNE2YySd 2 KIFUG NBEOKINES AR NIYASy LISNBRK/IND ¢ G 0 SNE
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How to Be Happy and Healthy Taking Care of OthePage 3

Sometimes it helps to remember what delighted you as a ciildioman oncesaidshe was an

"outdoor kid" who never watched T¥nd wasalwaysoutside. But now she had rea&d a point, she
said, that the only time she would smell fresh air was from her house to the car, and from her car to
work.

She started going outside for walks during her lunch hour a couple of times per ®eek.her walking
time expanded to after worland weelends, and she reiscovered the joy of walking in the rain and the
diamond sparkle ofreshly fallen snow in the modight. Then she found herself drawn to parks and a
local hiking trail. Now, several years lateshe finds herself being an "ador woman" who hikes and
rides a bike regularly. Incidentally, she lost 47 pounds and now feels "human and healthy", as she
phrases it.

Here are a few random ideas for sefre. Maybe NONE of them will grab you, but the hope is that they
will open youmind or your heart to start a new, healthier, more balanced, more tranquil, less stressed
way of life.

1. Unplug the phonand enjoy some peace and quiet

2. Sign up for a class

3. Buwy yourself a present

4. Laugh

5. Petan animal

6. Spend time with a small child (considmrrowing one, the panets might appreciate the
break)

7. Try a new restaurant

8. Call a friend long distance

9. Waitch a sunrise or sunset

10. Make love

11. Read a book for no practl purpose but enjoyment

12. Work out

13. Have lunch with a good friend or¥s&s 2 y' S
14.FAE a42YSGKAYy3a GKIFGQa
15. Give a hug

2 daR beftek 1 & G 2
SSy oNR|SY

o

16. Receive a hug

17. Blow bubbles

18. Do something you love to do

19. Do nothing but listen to your favorite musiaf80 minutes
20. Make a st of your favorite activities
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How to Be Happy and Healthy Taking CareQthers¢ Page 4
Now take a piece of paper and write an Action PlBate it and list three things you will start doing to
take care ofyourselfL ¥ &2dz I NB OFNAy3 F2NJ 20KSNAR FyR FTSSt @2

for you, consider thisWhat will happen to those others if you burn out and are replaced by someone
K2 R2SayQi OFINB |a YdzOK |a @&2dz R2K

Keeping Yourself Free Of Injury
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Key Terms (Units 1 7 3)

Unit 1

Patient: Person having physical or emotiong
illness who receives cafeom healthcare
workers.

Resident: Person living in lontgerm care
facility, often elderly, usually their permanen
home.

Abuse: The willful infliction of injury,
unreasonable cafinement, intimidation, or
punishment with resulting physical harm, pa
or mental anguish.
Exploitation: L f £ S3I f dzasS 27F
property or personal items

Involuntary Seclusion:Separation of a
resident from other residents or from his/her
room or confinement to his/her room (with o
gAUGK2dzi NR2YYlFdSao
gAt T 2NI oAttt 2F GKSY
representative.

Neglect: Failure to provide goods and servic
necessary to avoid physical harm or mental
anguish or mental ilkess.

Advance DirectivesA document that makes a
LISNE2YQa ¢AaKSa 1yz26y
in the event they are unable tgpeak for
themselves.

Durable Power of Attorney for Healthcare:
Advance directive authoring another person to
make a variety of legal decisions for a person if th
person is unable to make or communicate a
decision.. This document usually includes deois
about healthcare.

Living Will: Ad advance directive about end of life
issues.

Ombudsman: An advocate or representative who
speakso NR 1 Sa Ay &dzLJLJ2 NI
complaints.

Confidentiality. Holding in trust; keeping
private, not sharing spoken and written wor(
about a resident.

Etiquette: Acceptable manners or behavior
public or work places.

Ethics Standard of behavior and moral
judgment to evaluate righiand wrong.

JobDescription Duties and responsibilities
involved in a work position.

TeamWork: Joint action by a group of people wit
individual and group skills to coordinate efforts to
efficiently complete tasks.

Chain of CommandA list of wto reports or
answers o whom.
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Key Terms
Unit 2

Basic Human NeedsRequired or desired thing
or feelings necessary for life.

Development: The increase in mental,
emotional and social capabilities.

Development TasksSocial, emotional and
psychol@ical behaviors that are part of the lifg
experience and become evident in interperso
skills and interactions.

Growth: Physical changes that occur in the
body; increase in size, values and strength.

SelfActualization:! OKA S@SY Sy i
greatestpotential abilities.

SelfEsteem:! Yy A Y RA @A Rdzl £ & ¢
him/herself.

Coping MechanismsResponses to stress one
uses to protect his/her feelings of selfteem.

Mental Health: Adjustment to life events that
allow feelings of selivorth and confiort with life
situations

Culture: Lifestyle or pattern of living of a group of people and how the group of people views the v

with their established values and beliefs.

Diversity: Differences among people that include race, culture, genalge, and abilities.
Ethnicity: Special group within a race sharing social customs, language, national origin and/or hel

Race: Classification of people according to shared physical characteristics such as skin color, faci

features, blood type phair texture.

Stereotyping: Placing members of a group péople into a category with the assumption that all are

the same.
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Key Terms
Unit 3

Body LanguagelJse of body and
facial positions and movement tg
send a message. The person m
or may rot be aware of the
message sent.

Communication: The exchange
of information or messageby
written or spoken words, signals
or other methods.

Non-Verbal Communication:
Messages sent by methods othe
than spoken or written words
such as facial expressi® and
body movements.

Receiver:One who gets the
message.

Sender: One who gives a
message

Cyanosis:Blue color to the lips
dueto decreased amourof
oxygen in the blood.

Signs: Evidence of something
abnormal occurring in the body
which is obsered by the nursing
team through seeing, listening,
touching, or smelling.

Symptoms: A change in the body
or function of the body that the
resident experiences aitells the
nursing teamabout

Care Plan:A written method or
outline identifying thered A R Sy
needs and how healttare
workers will assist them.

Chart: A legal document that ia
GNAGGSY NBO2NR
care and observations.

Checklist: Form to monitor
2y3A2Ay3 NBaARS)
such as appetite or vital signs.
Also cakd flow charts or flow
sheets.

Report: The action of relaying
information about a resident to
the nursing team members

Objective Observation:A factual or measurabl
event such as a pulse rate or body sign.

Subjective ObservationStatement made ¥
adzOK | &

0§KS NBaARSyl
symptom)

person.

Incident: Unexpected situation, which causes
harm to residents, employees or any other

Extremities: Arms or legs.
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Time to Journal

Rationale:
Journaling is the practice of writingitlys down. When you are a CNA, you will be required to
make notes on residents, journaling will give you an opportunity to practice doing this.
Writing down goals helps you to be aware of how you are progressing. It is also a way to see
how your first @y of journaling compare® your last day of journaling.

Question of the Day:

List three good thingthat happened to you todayThis is to help create a positive self image.
AdSe F24G G2 Oflraa 2y GAYSTEI RARY QO NYzy 2dzi 2F =

AND
126 RAR G(G2RIFI&Qa Oflaa YI1S8 e2dz F8S¢t K
OR

LyadNHzOG2NRaE vdzSaldazy 2F [/ K2A0S
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Check In Process

Directions:
e Pass theCheckn sheet around
e Put your name, the date and time in the spaces provided
e Your instructor wl keep all theCheckn sheets in a folder marked with the class date. These can be used
to keep track of your attendance for counselavs referrals for employers

Name Date Time
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Session4 Lesson Plan

Materials: Check In Process
Quiz I(A) or Quiz | (B)

Stress Know the Signs

Building Social Suppogtl 1t Qa4 D22 R C2 NJ
The Power of People

Key Terminology Game Directions wirds

Time to Journal

al yIF3Ay3 [AFSQa /KIttS8y3sdsy

2 dzNJ

I SI £ 0

Equipment/Supplies: | Easel/whiteboard and markersinstructor provided
3-Hole punchg Instructor provided

Spiral mtebook¢ Student provided

2 Pencilg, Student provided

1 Peng Student provided

Flashcards¢ Student provided

Markers, 4 setg Instructor provied

3 Hours
Style Time Activities
V,.K 5 minutes| Check In Process

V,A,K 30 minutes| Quiz |

V,AK| 45minutesjal yIF 3Ay3 [AFTSQa [/ KFIffSy3aSa

V,AK 15 minutes| BREAK

V,AK| 30 minutes| The Power of People

V,AK| 45 minutes| Key Terminology Game

V,A,K 10 minutes| Time to Journal

Note: There are two quizzes [Quiz | (A) and Quiz | (B)], you can use either one. If a student needs to

re-test, you could use the other quiz.
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Quiz | (A)

Multiple Choice: Write the letter of the best answein the space provided.

c

l OKAS@SYSyid 2F 2ySQa 3INBIGS

aoop

a0 ow

Abuse
LtfS3rt dzasS 2F @dzZ ySNIo6ftS | RdzAZ 6 Qa LINBLISNI & 2NJ LIS
Failure to provide goods and services necessary to avoigigal harm or mental anguisit mental illness
The willful infliction of injury, unreasonabbd®nfinement, intimidation, or punishment with resulting
physical harm, pain or mental anguish
A list of who reports or answers to whom

SelfActualization
1Sad LR
'Y AYRAGARIZ f Qa 2LIAYA2Y 2F KAYKK
Theincrease in mental, emotional and social capabilities
Required or desired things or feelings necessary for life

U S
Z W
fot <,
U')) [N
H -

Culture
Differences among people that include race, culture, gender, age and abilities

Placing members of a group of people into a gatg with the assumption that all are the same
Special group within a race sharing social customs, language, national origin and/or heritage

Lifestyle or pattern of living of a group of people and how the group of people views the world with their
establidred values and beliefs

Communication
Messages sent by methods other than spoken or written word such as facial expressidmsignd
movements
The exchange of information or messages by written or spekaml, signals or other methods
Use of body ad facial positions and movement to send a message. The person may or may not be aware
of the message sent
One who gives a message

Ombudsman
An advocate or representative who speaks or writes in support of residents for their cause or complaints
Document authorizing another person to make health care decisions according to document instructions
in terminal conditions when a person is unablentake or communicate decisions
LfftS3art dz&aS 2F @dzf ySNIo6ofS | Rdzf 6 Qa LINPLISNI & 2NJ LIS
Standard of beavior and moral judgment to evaluate right and wrong
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6.

10.

11.

Q

aoop

o9

aoop

aoop

Job description
Joint action by a group of people with individual and group skills to coordinate efforts to efficiently
complete tasks
Responses to stress one uses to protds/her feelings of selésteem
Required or desired things or feelings necessary for life
Duties and responsibilities involved in a work position

Patient
Person who purchases health care services; term often used by social workers and hoimageadies
Person having physical or emotional iliness who receives care from health care workers
Acceptable manners or social behavior in public or work places
A list of who reports or answers to whom

Care plan
C2N)XY (2 Y2yAil2 Ndbseachd syich asNpbétite Rritalisigns. Also called flow charts or
flow sheets
The action of relaying information about a resident to the nursing team members
I gNAGGSY YSGK2R 2NJ) 2dzif AyS ARSYGAFeAyhEmiNBaARSY
meeting those needs
A legal document that is written record of all residents care and observations

Chart

A legal document that iaritten record of medical care

The action of relaying information about a resident to the nursing team mesnbe

C2N)Y (2 Y2yAi2N 2y32Ay3a NBaAaARSyliQa 20aSNBIFlA2ya
flow sheets

I gNARGGSY YSGK2R 2NJ 2dzif AyS ARSYGATFTe@Ay3d NBaARSyl

Cyanosis
One who getshe message
A factual or measurable event such as a pulse rate or body sign
Unexpected situation, which cause harm to residents, employees or any other person
Blue color to the lips due to decreased amount of oxygen in the blood

Basic Human Needs

'y AYRAOGARDZ £ Q8 2LIAYA2Y 2F KAYKKSNBSE T

Requirements everyone needs for life that may be achieved by different methods
Physical changes that occur in the body; increase in size, values and strength
The increase in mental, emotional and social capabilities
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12.

13.

14.

15.

16.

17.

18.

cooTpw

aoop coop cooTp

aoop

Confidentially

Standard of behavior and moral judgment to evaluate right and wrong
Duties and responsibilities involved in a work position

Not sharing spoken and/or written words about a resident

Acceptable manners or sociallmvior in public or work places

Race
Classification of people according to shared physical characteristics such as skin color, facial features,
blood type or hair texture
Placing members of a group of people into a category with the assumptioaltrere the sara
Lifestyle or pattern of living of a group of people and how the group of people views the world with their
established values and beliefs
Differences among people that include race, culture, gender, age and abilities

Body Languge

The exchange of information or messages by written or spoken word, signals or other methods

Use of body and facial positions and movement to send a message, The person may or may not be aware
of the message sent

Messages sent by methods other than spoke written word such as facial expressions and body
movements

One who gets the message

AX

Active Range of Motion

As desired
Axillary
As evidenced by

AEB

American Education

As evidenced by
As desired
Blood pressw

BRP
Bowel Moement
Myocardial Infarction
Blood Pressure
Bathroom Privileges

NPO

Nothing orad

Nothing by mouth
No known allergies
Right eye
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19. CMS

(olor, muscle, senses

Golor, motion, sensitivity

Golor, circulation, motion, sensitiwit
Motion, circulation, sensitivity

cooTpw

20. V.S.
Treatment
Without
Vital signs
Wheel chair

aoop

21. g.d

BEvery other day
Every
Questions daily
Every day

aoop

22. SX
Stand by
Symptoms
dgns
Rectal

aoop

23. Peri
Perineal
Physical therapy
Passive motions
As needed

aoop

24. HOB

Hard of hearing
Cut of bed
Head of bed
Both eyes

oo

25. a.c

After meals
After complains
Before meals
All clients

aoop
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Multiple Choice: Write the letter of the best answer in the space provided.

1.

Person living in a pterm care facility, often elderly; may be a permanent home for the person is

called:
a. Resident
b. Patient
c. Client
d. Doctor
The duties and responsibilities involved in a work position is:
a. Team work
b. Job description
c. Chain of command
d. Ethics

Social emotional and psychological behaviors that are part of the life experience and become

evident in interpersonal skills and interactions is called:

a. Basic Human Needs
b. Development Tasks
c. Development
d. Growth
Differences among people that include racelture, gender, age and abilities:
a. Culture
b. Race
c. Stereotyping
d. Diversity
Messages sent by methods other than spoken or written words, such as facial expressions and body
movements:
a. Communication
b. Body language
c. NonVerbal communication
d. Receiver

C2NY (2 Y2yAG2NI 2y32Ay3 ydzZNEAY3I | aaraidlyoS 204
Also called flow charts or flow sheets:
a.
b.
C.
d.

Care plan
Chart
Report
Checklist

©Workforce Development, Ine PreEmployment Healthcare Academy Curriculum Guide



Quiz 1(B); Page 2

7. A change in the body or function of the bodyttihe resident experiences and tells the nursing
team:
a. Symptoms
b. Signs
c. Sender
d. Report

(p))
Z
&
QX
>+
¢

8. {GFrGSYSyld YIRS o0& (K
Symptoms

Objectlve observation

Subjective observation

Signs

Syid &adzOK |asx aL KI @

oo oo

9. Adjustments to lifeevents that allow feelings of seMorth and comfort with life situations:
Coping nechanisms

Development

Mental health

Basic mnmanneeds

aoop

10. {GFYRIFINR&a 2F 0SKIQ@GA2NI RSOSt21LISR 608 I LISNE2Y Q&
Ethics

Etiquette

Culture

Confidentality

o0 oo

11. Failure to provide goods and services necessary to avoid physical harm or mental anguish or mental
illness:
a. Abuse
b. Exploitation
c. Neglect
d. Involuntary Seclusion

12. An advocate or representative who speaks or writes in support of residentkseir cause or
complaint is called:
a. Advance Directive
b. Ombudsman
c. Durable Power of Attorney

d. Living Will
13. Not sharing spoken and written words about a resident:
a. Confidentiality
b. Ethics
c. Etiquette
d. Race
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14.

15.

16.

17.

18.

19.

20.

©Workforce Development, Ine PreEmployment Healthcare Academy

cooTpw

aooTp coop aoop aoow aoop

aoop

I OKA S @S Y Sréatedt Potedtiyl Gtdities is called:
Growth

Seltesteem
Selfactualization
Development

A legal document that is written record of medical care

Checklist
Chart
Care plan
Report

Axillary

AX
Ay
Al
a.c.

Before meals

p.c.

a.c.
b.m.
ms

Complaints of
Co
C/O
Cof
C

Below Knee Amputation

BKA

BK
BA
AM

As desired

PRN

Ad lib
As
Asd
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21. No Known Allergies
NA

SKA

NKA

All

cooTpw

22. Three times a day
Td

TPR

TLC

t.i.d.

aoop

23. Tender Lovingare
TC

TLC

TLO

TL

aoop

24, Treatment
T

Tmt

Tx

Ts

aoop

25. Symptoms
Sx

Sy

Sm

Ss

aoop

©Workforce Development, Ine PreEmployment Healthcare Academy

Curriculum Guide



- AT ACET ChallekgasA 6 O
By Mental Health America

[}
aSyialrt KSFftGK A&
overall health and wellness. At times, we all face
challenges thatest us and put our mental health at
risk. When our mental health is poor, it can affect
our entire body and play a role in the development
of other health issues. F&xample:when stress
R2SayQid €S dzLJ FyR AayQi
health andwell-being.

About Stress

Everyone feels stress. In small doses, stress may be
good for you when it gives you a burst of energy.

But too much stress or stress that lasts for a long

time can take its toll on your body. Stress can make

you feel run downsad, nervous, angry or irritable.

It can cause headaches, muscle tension, upset

stomach nausea, dizziness or feelings of despair, and e
may cause you to eat more or eat less than normal.

In the longterm, stress can raise your risk of high
cholesterol, he#d disease, diabetes and

NB LINE RdzOG A @S LINBot Sya
ability to fight disease. It can also raise your risk of
depression, which may in turn contribute to heart o
disease and diabetes. In addition, stress can make it
harder for you to recosr from a heart attack or

keep your diabetes in check. So managing your

stress is very important. Take a look at the ideas °
below for healthy suggestions on reducing your

stress.

| SIfdKé LRSIa G2
2 KSYy ¢SQNB { NEdsffedsons,howy | y |
we deal with these challenges can positivety
negatively impact our mental health and our overall
health and welbeing. Finding healthy ways to
YIEylF3S tAFTSQa OKIftSy3aSa
health and other health problems areklp you feel

better overall. Here are some ideas to think about.

e Relax your mind.Each person has his or her
own ways to relax. You can relax by listening to
soothing music, reading a book or doing a quiet
activity. Also think about deep breathingyga,
meditation or massage therapy.

©Workforce Development, Ine PreEmployment Healthcare Academy

al yl3s [

Exercise.Exercising relieves your tense muscles,

'y S&aSy { AirptovebJoltdnood dnd sfekpQdid indedéds2 y Q &

your energy and strength. In fact, researchers
say that exercise eases symptoms of anxiety and
depression. You may hot aveeed to exercise
intensely to get the benefits of activity. Try
taking a brisk walk or use a stationary bike. See

Y whdt iitékésZor youilto feet btterK | N & 2 dzNJ

Connect with others., 2dz R2y Qi KI @S
with stress or other issues on your own. Talking

to atrusted friend, family member, support

group or counselor can make you feel better.

Spending time with positive, loving people you

care about and trust can ease stress and

improve your mood.

Get enough rest.Getting enough sleep helps
you recover fronthe stresses of the day. Try to
get seven to nine hours of sleep every night.
Visit the Sleep Foundation at
www.sleepfoundation.ordor tips on getting a

FY R @3B G105/NI y2adzaNd (10025R 830 38 S Lio

Help others. Helping others bilds social
networks, improves seksteem and can give
you a sense of purpose and achievement.

Know your limits. Let others know them, too. If

8 2dzQNBE 20SNBKStYSR |G K2Y
friends,f SI Ny K2g (2 &alé& ayz2 od:
\3a' YSyi
| Y

—_—
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Managing Lif@®a / Kl cPagsg 3 S a
uncomfortable

at first, so

practice saying

ay2¢ oAl -
people you s >
trust most. -

For a referral to local services, contact your local
Mental HealthAmerica affiliate or the Mental Health
America national office &-800-969-6642. You can

also visitwww.mentallhealthamerica.netlf & 2 dzQ NB
in a crisis, call the National Suicide Prevention
Lifeline atl-800-273 TALK (8255).

e Keepa
journal.
Writing down
your thoughts can be a great way to work
throughissues.Some researchers have reported
that writing about painful eents can reduce
stress and improvlealth. You can also track
your sleep to help yoidentify any triggers that
make you feel more anxious.

e Watch your negative selfalk. Try not to put
yourself down. FOExampleeA ¥ &2dz R2y Q
tothegymthis S1 > R2y Qd OF f f
Insteadthink about the specific factor that may

have kept yodrom goingtothegyma L &1 ay

De-Stress Through Deep Breathing
Deep breathing is a greatay to destress. It actually
OKIFy3Sa @2dzNJ NI AyQa OKSYA
R2gy® | SNBEQa K2g (2 R2| AdY
1. Lie down or sit on the floor on in a chair.
2. Rest your hands on your stomach.
3. Slowly count to four and inhale through your
nose.
4. Slowly count to fouwhile you exhale through
your mouth. To control how fast you exhale,
LJdzNBRS @&2dzNBR fALA tA1S @20
Your stomach will slowly fall.
5. Do this a few times.

able to work outbecause | had to work late
hours this week, butnexd SS1 > L Qf f
LINA 2 NRA G& G2 ZSdnmpdaaryaridS
can be overcome.

e Get involved in spiritual activities. Studies have
shown that religious involvement and spirituality
are associated with better health outcomes,
such agyreater coping skills, less anxiety and a
lower risk ofdepression. Spiritality may provide
a sense of hopameaning and purpose in life, a
way to understandguffering and illness, and a
connection with others.Religious and spiritual
practices, such as prayer anteditation, can
evoke positive emotions that can le&al better
health.

e \Write down three good things that happen to
you each day for a weekAlso write down why
eachgood thing happened. Thinking about the
good thingdn your life and expressing gratitude
may actuallyhelp you feel happierRemember,

A G Qa hior helpAf ydu Eedbverwhelmed
or unable to cope, consider contactingreental
health professional.
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Stress

Mental S £ G K ! YSNAR OF A& nipfoff dedicatdayfdihIping ALL pedpleRive yhentally Bealthier
f AgSaod 2SS gAff 0SS dzZAAY3I AYTF2NNIGA2Y FNBY GKSANI I NI
signs of stress and how to managjeess

Please read through the fact shedy I3 A y 3 [ A T $hendansivet thd queSti6rs.S a

health and wellness.

P < N . B. fight disease
2. {UNBaa OlyYy @6SI1SY €e2dzNJ 02 R¢g TRURURTRURURTTI

C. no
3. Reading a book or deep breathing can help you

D. deep breathing

4. eases Byptoms of anxiety and depression. E. spirituality

hours of sleep each night.

G. seven
6. Learnto say !

H. ask for help

7. Writing about painful events can and improve

health. I. reduce stress
8. may provide a sense, meaning, and purpose. J. relax your mind
9. atually changes your brain chemical balance

to clam you down.

10.LGQa 21 G2 yYuyywyyy o

Copyrighted and published by Mental Health America, no part of this document may be reproduced without
written consent.  Used with permission from Mental Heal#merica. For additional information, see Mental

Health America atlvww.mentalhealthamerica.net
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Stress: Know the Signs

We all go through stressful times.
In small doses, stress may be good for you wheives you a burst of energy. But too much stresstress that
lasts for a long timgcan take its toll on your body.

LT &82dz2QNB FSStAy3d 20SNBKSEfYSR o0& aiNBaazr e2dzb y2i
of people are livig with extreme stres$ DS i O2yySOGSR (2 K24 &2dzQNB FSSt Ay

stress on your whole body.
Stress can be toxic to your body!

BRAIM AND NERV]

Headaches, feelings of despair, lack of

energy, sadness, nervousnaess, anger, irritability,

increased or decreased aating, trouble

concentrating, msmorL’ problems, trouble

sleeping, mental health problems [such as

panic attacks, anxiety disorders and depression)
i

Acne and other skin problams

MUSCLES AND JOINTS

Muscle aches and tension (espadally in the

neck, shoulders and back), increased risk

of reduced bone density

HEART

Faster heartbeat, rise in blood pressure,

increased risk of high cholestercl and heart attack
[OMACH

MNausaa, stomach pain, heartburn, waight gain

PAMCREAS

Increased risk of diabates

NIESTIN
Diarrhea, constipation and other digestive problem
REPRODUCTIVE SYSTEM
For women-irre[gulur or more painful periods,

reduced sexual desire. For men-impotence,
lowar sperm production, raduced sexwal desire

IMMUNE SYSTEM
Lowerad ability to fight or recover from illness

Are you experiencing the signs of stress?

e Feeling angry, irritable or easily frustrated

¢ Feeling overwhelmed

¢ Change in eating habits

e Problems concentrating

¢ Feeling nervous or anxious

e Trouble sleeping

e Problems with memory

e Feeling burned out from work

e Feehy3 (KIF(G &2dz OFyQi 20SNO2YS RAFFAOMZ 6ASa Ay &2

e Having trouble functioning in your job or personal life
LT 282dz2QNB KF@Ay3a Ftye 2F GKSasS aevyLlizvyasz AdQa AYLRNI
can take to stay wellwheny6uUNBE & i NBaaSRX fA1S O02yySOlAy3a G2 LIS2LIX ¢
physically active.

If you feel overwhelmed, unable to cope and feel as thoqgh your stress is affecting how you function every day, it
could be something more, likedepréds® y 2 NJ I YEASGe@d 52y Qi € SG Ad 3I2 dzy Of
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Stress: Know the SigrgsPage 2

For a referral to local services, contact your local Mental Health America affiliate or Mental Health America at
8009696642 or visiwww.mentalhealthamerica.net

For help finding treatment, support groups, medication information, help paying for your medications, your local
Mental Health America affiliate, and other mental healthated serices in your community, please click here to
access ouFrequently Asked Questioasid Answerslf you or someone you know is in crisis now, seek help
immediately. Call 2800-273 TALK (8255) to e&h a 24 hour crisis center or dial 911 for immediate assistance.

This publication is made possible through a grant from Novartis Pharmaceutical Corporation.

1 American Psychological Association (APA) Stress Survey, 2007. Available at
http://lwww.apa.org/releases/stressproblem.html.

Copyrighted and published by Mental Health America, no part of this document may be reproduced without
written consent.  Used with permission from Mental Health America. For additional information, see Mental
Health Americat www.mentalhealthamerica.net
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Stress Know the Signg Page 3

Stress is one of the worst toxins we put in our body. It can have a huge impact on our physical health. Using the
fact sheetStress: Kow the Signscomplete the questions below.

For each body part listed, write at least one physical illness symptom that can actually be caused by stress.

Brain and Nerves

Skin

Muscles and Joints

Heart

Stomach

Pancreas

Intestines

Repoductive System

Immune System

Feeling overwhelmed, unable to cope, or if stress is affecting how you function every day you might ag
have
*You should contact your healthcare provider.*

Copyrighted and published by Mental Health America, no part of this document may be reproduced without
written consent.  Used with permission from Mental Health America. For additional information, see Mental

HealthAmerica atvww.mentalhealthamerica.net
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Building Social Support - It's Good For Your Health!

People today often struggle to keep up with the demands of daily life. In fact, a recent national survey finds
that one in three people in America are living with extreme streks.

Stress can come from a heavy workload, daily traffic jams, dealing with a health problem or injury, taking care of
someone who's ill, financial worries, relationship troubles, parentingnajor life transitions like moving or

starting a family. Whatever the source, perhaps you cannot change the things that cause stress but you can
improve how you deal with stress. Social support can help you get through stressful times by providirga sens
belonging, seHworth and security.

Here are some tips to help you create, keep and strengthigh connections in your life.

Connect to Family and Friends
Do you need to be more connected to others? As with many goals, you'll be more successiigliag strong
connectiondf you create a workable plan.

e Make a short list of friends and family membergho are supportive and positive. Also include a list of
people you feel the need to stay in touch with regularly such as parents, close frieddlbclild who
lives far away, or aaging relative who lives alone.

e Make a commitment to yourself to call, email or get together with theam a schedule that's
reasonable for you. Try to reach out to make at least one emotional connegtilayy, but plan
realistically.

e Share what's on your mind honestly and openlyjalk about your concerns in a straightward way,
but try to keep it constructive. Try to be direct about what you nefat example a sympathetic ear,
help solving a problem, a fresh perspige, new ideas or a good laugbon't hesitate to ask for help.

e When you talk, also listenCheck on someone else's day. Listening to other people's concerns can often
shed a new light on your own challenges. Offer help when you can. Ask what other ffeéobklabout
your situation, and show them you value thepinion- listen and respond.

e Make social plansCreate opportunities to strengthen your relationships with fun things that both
parties enjoy. Looking forward to special activities boosts ouitspgives us eneygand makes us more
productive.

You may find that among people you hardly know, one or more can become trusted friends you cam rahdon
supportt in good times and bad. Even if you feel that you're so busy you don't have time to gesthufamily

and friends you already have, it doesn't take much time to make new friends. If you're shy and hesitant about
meeting new people, just a few questions can get a conversation going. Think about neighbors you pass regularly,
co-workers, peoplén your exercise class, a cousin you've lost touch with, or those who volunteer in the same
organizations you do. If you don't already have people you can talk with regularly about what's on your mind, it's
worth the effort to build conneadbns for your erotional health.

Connect To Your Community

A great way to feel emotionally strong and resilient in times of stress is to feel connected to a broad community.
Think about the things you like to do. You can expand your social network by looking into cognmunit

organizations that bring people together who share the same interests. For instance, many communities have
f20Ff O0A1TAY3IZ KAJTAY3I 2N gl f1Ay3a INRdzZIAP LA GKSNB az
language? Take a class, or join a looalig. You also may find the support you need through local support groups
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F2NJ I ALISOATAO A&dadzS fA1S LINBYyGAy3dI: RSIFEAYI gAGK |
volunteering with a community organization that helps fill a need. Here are some tips to make sure your volunteer
experience works for yogand does not become an additional source of stress:

e Get the right match.Think about what kind of work you like ttw, based on your interests, skills and
availability. Do you like to read, write, build things, repair things, or sort and organize? Do you have a
special field of knowledge that you could teach to struggling students as a tutor or coach? Are you
especialy concerned about homelessness or pollution? Do you love to garden or work in an office? Do
you speak another language? Do you need to be at home, and bring your volunteer work home with
you? Whatever your situation and your interests, there is probahlylanteer opportunity to make a
great contribution in your community. Volunteering will help you build strong connections with
otherst a proven wayo protect your mental health.

e Make it count.You want your volunteer time to make a difference, so ask dolesto make sure the
organization uses volunteers efficiently and productively. Ask what volunteers do, where and when they
do it, and whether an employee is available with infation and guidance when needed.

e Find a connectionTo find avolunteerposit2 y G KI 6 Qa NARIKG F2NI e2dzz 02y
Ay GKS [ Stft2¢ tI3Sa dzyRSNJ a+2f dzy iSSNI /£ SINRYIK2
county information line to asfor a referral to a volunteer coordinator service in your area.

Connect To Professional Help
2 A0K G2RFreQa KSOGAO LI OSs AGQa y2NXIE (G2 F¥SSt az2yvys
problems:

e Headaches, feelings of despair, lack of energy, sadness, nervousness, anger, irritability
e Increased or dcreased eating

e Trouble concentrating, memory problems, trouble sleeping

e Mental health problems, such as panic attacks, anxiety disorders and depression

e A lowered ability to fight or recover from iliness

e Acne and other skin problems

e Muscle aches andehsion

e Faster heartbeat and rise in blood pressure; increased risk of high cholesterol and heart attack
e Nausea, stomach pain, heartburn, diarrhea, constipation

e For women, irregular or more painful periods and reduced sexual desire

e For men, impotenceplver sperm production, reduced sexual desire

2 GOK 2dzi FT2N) 6KS&aS OKIy3aSa Ay e2dz2NJ 62R& AT &2dz2Q@S

If you feel overwhelmed, unable to cope and feel as though your stress is affecting how you fynction every day, it
coudbea 2 YSGKAY 3 Y2NBX tA1S RSLINBaaAzy 2N FyEASGED 52y
for help.

For help finding treatment, support groups, medication information, help paying for your medications, your local
Mental Health America affate, and other mental healtielated services in your community, please click here to
access ouFrequently Asked Questioasid Answerslf you or someone you know is in crisis now, seek help
immediately. Call 2800-273 TALK (8255) to reach a 24 hour crisis center drodia for immediate assistance.
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!American Psychological Association (APA) Stress Survey, 2007. Available at
http://www.apa.org/releases/stressproblem.html

This publication is made possible through a grant from Novartis Pharmaceutical Corporation.

Copyrighted and published by Mental Health America, n glthis document may be reproduced without
written consent. Used with permission from Mental Health America. For additional information, see Mental

Health America alvww.mentalhealthamerica.net
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The fact sheet from Mental Health America titiBdilding Social SuppogL it Q& D22 R Ca8iwdus2 dzNJ | !
tips on how to create, keep, and strengthen the connections in our lives. Read the fact sheet, thegteahepl
chart below by writing in friends, family members, or groups that are support and positive.

Name of friend, family How you keep in touch? | What types of activities dq Have you gent time with
member or group. Ex. email, phone, in you enjoy doing togethery them lately?
person Yes or No
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The Power of People
Four Kinds of People Who Can Change Your Lifel
By: Verna Cornelia Price, PhD.

We have two categories of pelpin our lives. The first group we did not choose, such as parents, siblings, and
relatives-these people are calletlst Is Some people spend a whole lifetime wishing they had a different set of
parents, siblings, and relatives. Learn to learn froent. Learn to think critically about what they teach you to

do and what not to do with your lifeJust ispeople are in our lives for a purposéhe key to living without

regrets aboutyoudustisLJS2 L S Aa G2 Fa] @2d2NER2Y¥RIGKKDSE &R OSSLTH
Just ispeople; you only have to be respectful and kind!

Choice People The other category consists of choice people. These are people we choose as friends, mentors,
acquaintances, or pastors. We cannot changeliieis people so we must learn to understand how they
influence our lives and choose whether we want them to bec@heice People

Addersbring positive influence into your life without attaching strings. They add to your life not for self
gratification, séf-promotion, or to use you because they genuinely care about you as a person and want to
empower you to reach your fullest potentiahn Adderlikesto see you become a positive, powerful person.
When an adder sees areas in your life that are missicging, or extreme, they will work with you to increase or
change those problems. They help you understand and appreciate how much you have to offer the world.
Adders help yogrow, mature andncrease your determination and are great encouragers.

Subtradors are uncertain about who they are and what they have to offer and typically they use their gifts and
talents to manipulate, control, and take away from people. Consciously and unconsciously, Subtraaifienare
insecure, sad and bitter people whoaafraid and intimidated by the gifts and talents that others bring to the

world. Subtractors work to strip you of your confidence, resources, joy, peace, aressatim in a very

structured way. Some Subtractors destroy you little by little until omg ybu realize that your life is almost
SyLiieo {dzo GN> OG2NE R2y QU NBFIffe OFNB Fo2dzi 6Kz @&2dz
them. Their goal is to make themselves feel better by taking away from others

Dividers-Have youeveY S (G NA O] & LJS2 L)X SK t S2LX S @&2dz 2dzad Ol yQi
apparent reasa really want to be your frierfl They often show an unnatural passion for wanting to be around

you and immediately begin to take up space in your Afefirs you may be amazed that he/she has taken such

interest in you. Then as time passes he/she becomes demagndimgtsto be around you all the time; getipset

if you want to be with other peopleand maydictate how and who you spend your time wititheymay takeup

alyour time and energyYou find yourself leaving your faithful friends behind. You no longer see your family
members who care about you. You find yourself declining invitations from family and friends. What has

happened to your life? BRiders are notorious for great starts in building redaiships, platonic or romantic.

Multipliers - Multiply means to increase, double, add to, boost, enlarge, expand, magnify and amplify. These
people can literally help to enlarge, magnify, amplify,angband increase youWlost multipliers find great joy in
KStLAY3a 20KSNEX odzi GKS@ R2y Qi 32 | NRdzyR Fyy2dzy OAy 3

1. List threeexamples of people in your life that fit each category.

2. What affect or influence des each persohave on pur life?

3.[Aal K2g @&2dz YI®d 06S Iy ! RRSNIAyY
f

YyS2ysSqQa tATFTS:T |
YR | adf GALXE ASNI AY &a2YS2ySQa ®

az
ATS

! Permission to create worksheet given by Dr. Verna Price, 6/26/2008.
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Time to Journal

Rationale:
Journaling is the practice of writing things down. When you are a @Awill be required to make
notes on residents, journaling will give you an opportunity to practice doing this.
Writing down goals helps you to be aware of how you are progressing. It is also a way to see how your
first day of journaling compareds your last day of journaling.

Question of the Day:

List three good things that happened to you today. This is to help create a positive self image. (i.e. got to
Oflaa 2y GAYSSEI RARYQO NUzy 2dzi 2F 3l a 2y GKS gl @

AND
| 26 RAR Ugdkeypuleel? Of | 42
OR

LyadNHzOG2NRaE vdzSaldazy 2F [/ K2A0S
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Session4
Instructor
Materials

©Workforce Development, Ine PreEmployment Healthcare Academy Curriculum Guide



Check In Process

Directions:
e Pass theCheck In sheet around.
e Put your name, the date and time in the spaces provided.
e Your instructor will keep all the Check In stsga a folder marked with the class date. These can be used
to keep track of your attendance for counselavs referrals for employers

Name Date Time
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Answer Sheet z Quiz | (A) and Quiz | (B)

There are two quizzgQuiz | (A) and Quiz | (B)]case a student needs to-take a quiz.

Quiz | (A) Quiz | (B)
Answers Answers
1. c 1. b
2. a 2. b
3. d 3. b
4, b 4, d
5. a 5 ¢
6. d 6. d
7. b 7. a
8. C 8. c
9. a 9. ¢c
10.d 10.a
11.b 11.c
12.c 12.d
13.a 13.a
14.b 14.c
15.¢c 15.b
16.b 16.a
17.d 17.b
18.b 18.b
19.c 19.a
20.c 20.b
21.d 21.c
22.b 22.d
23.a 23.b
24.c 24.c
25.¢c 25.a
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Key Terminology Game A - Instructor
Directions

Define the pattern (usually as a straight line that goes horizontally, vertically or diagonally) on the cards that will
determine a winning card.

The instructor will call out a word or abbreviation from Key Teatnigy Game A Call List. The instructor needs to
1SSLI GNIX O]l 2F (GKS 62NRaA 2N I 6oNBOALFGAZ2ya GKSe@& KI @S
when they indicate they have a winning card.

If a student has the word or abbreviatiom ¢heir card that was called, have them raised their hand. In order to

mark the spot on their card, the student needs to know the meaning of the called out word or abbreviation. If the
student gives an incorrect answer, then they cannot mark the wobbreviation off their card.

The instructor continues calling out words or abbreviations until a student calls out.

2 KSy |

a0dzRSyiG KIFa O2YLX SGSR GKS RSTAYSR LI GGSNYy | a
32Ay3 G2 o068

| t phase thie ingtriictot hasRi&fifiedl. STN&SnStructor must then verify the win.
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Key Terminology Game APage 2

Key Terminology Game Call List

Game A
Weight Wit every day qd
Water H,O Vital Signs VS
Solid Water Elimination Feces Bed Sore Decubits Ulcer
Intake and Output &0 Perineal Peri
Study of the elderly Geriatrics Physical therapy PT
Passive Range of Motion PROM Every q
As soon as possible ASAP Shower SH
Myocardial Infarction Ml High blood pressure BP
Every two hours g2h Ounce Oz
Bowel Movement BM Temperature, Pulse, Respirations| TPR
Force Fluids ff Left L
Pound Lb before meals ac
Do Not Resuscitate DNR Manmade artificial body part Prosthetic
Hard of Hearing HOH Nursing Assistant Registered NA/R
Disease causing organism Germ Oxygen (O}
Four times a day gid Every day qd
Prosthetic device Dentures Activities of daily living ADL
Three times a day tid Shortness of breath SOB
Wheel Chari wi/c cannot speak Aphasia
The act of urinating Void Height Ht
Axillary A Hourof sleep of Bedtime hs
Rectal R Cubic centimeters cC
Ambulate Amb Licensed Practical Nurse LPN
As needed or desired PRN Related to the mind Mental
A state of unconsciousness | Coma Low Blood Pressure Hypotension
Inch in. after meals pc
fluid restiiction fr Bed rest BR
milliliter mi Written document identifying the
Arms and legs Limbs Blood pressure BP
Right Rt Morning A.M.
Partial Bath PB Right Rt
Abdomen Abd Every four hours gid
Remove, alert, confine, RACE Vomit the contets of the stomach | emesis
extinguish
force fluids ff Walk Ambulate
swelling Edema
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Key Terminology Game

Key Terminology Game

H,O w/c VS Aphasia Care Plan
Feces HOH ff TPR hs
Wt A CNA L Rt
Mi Germ RACE Prosthesis pc
DNR fr Limbs (N BR

Key Terminology Game

H,O R ml (O hs

g2h gid q ac Ambulate
ff Dentures CNA qd BR
DNR HOH Peri Prosthesis Rt
PROM Germ Abd Oz pc

g2h Coma Edmea NA/R Rt
ASAP in. Peri Oz emesis
Geriatrics Ferm CMNA SH hs
H,O fr PT Prosthesis Mental
BM HOH ml Hyper AM.
tension
Key Terminology Game
1&0O Dentures VS NA/R LPN
H,0 A Decubitis ADL hs
Ulcer
q2h Coma CNA qd Ambulate
DNR in. ml Hyper BP
tension
Feces PRN Limbs SOB BR
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Key Terminology Game

Key Terminology Game

Wt tid Decubitis SH AM.
Ulcer
Feces R PB qd g4h
Geriatrics w.c CNA ADL Care Plan
ASAP fr VS Ht emesis
ASAP A Abd ac cc
Key Terminology Game
ff Dentures PT NA/R A.M.
1&0O w/c Peri ac Care Plan
ASAP Coma CNA SH Ambulate
Mi fr VS Aphasia cc
g2h Amb q Oz Rt

©Workforce Development, Ine PreEmployment Healthcare Academy

BM Dentures PB Oz LPN
ASAP Void Abd Na/R pc
Wit in. CNA L Ambulate
ff PRN Rt Aphasia A.M.
1&0 Coma Decubitis qd emesis
Ulcer
Key Terminology Game
Wit in. PT L LPN
DNR A qd TPR cc
PROM Germ CNA Oz pc
Lb gid Edema ac emesis
ff Coma PB SH BR
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Key Terminology Game

Key Terminology Game

ASAP Void Peri L pc
Feces Coma ff Prosthesis g4h
BM R CNA ac BP
Lb in. PB NA/R Ambulate
Wit A Edema qd Rt
Key Terminology Game
g2h Dentures ff qd Mental
ASAP Germ q NA/R Ambulate
PROM wlc CNA ac tzri/spign
ASAP A Rt L BP
Geriatrics Amb RACE 02 g4h

©Workforce Development, Ine PreEmployment Healthcare Academy

Geriatrics fr PT Ht BP
1&0 in. ml NA/R BR
q2h wlc CNA SOB emesis
DNR qid VS SH teHg’s'f’ign
Feces HOH ff ac pc
Key TerminologyGame
Geriatrics Germ Decubitis Ht Hypo
Ulcer tension
ff A VS SH Mental
ASAP tid CNA NA/R Rt
Lb HOH RACE qd BR
g2h qid ml TR A.M.
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Key Terminology Game

Key Terminology Game

Feces PRN Rt L Rt
Lb fr PB (N g4h
ASAP Amb CNA qd LPN
DNR A ff Prosthesis Mental
g2h Germ Limb SOB BP
Key Terminology Game
DNR wi/c Edema TPR Rt
180 tid q t';zgi% rn BR
ASAP Dentures CNA | Prosthesis hs
Lb HOH Decubitis | 5 ohasia AM.
Ulcer
Feces in. Rt ac g4h

©Workforce Development, Ine PreEmployment Healthcare Academy

ASAP Germ Peri Prosthesis pc
PROM Coma q NA/R BR
BM A CNA Oz q4h
ASAP R ml TPR Care Plan
1&0 HOH Abd SH BP
Key Terminology Game
Lb R Peri SH Rt
Wit A RACE TPR hs
ASAP wic CNA t';zgif; LPN
q2h Void PT L BR
PROM HOH qd ac Ambulate
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Key Terminology Game

Key Terminology Game

BM Germ mi Prosthesis g4h
Lb Amb Abd L Rt
. Hypo
MI tid CNA SH tension
ff Coma Peri SOB pc
DNR Dentures RACE Aphasia hs
Key Terminology Game
Ml Amb PB ac LPN
. Hyper
Wt aid g tension BP
DNR R CNA TPR pc
H,O fr Abd qd hs
Lb HOH Edema SH cc

ASAP A q qd cc
PROM in. ff NA/R emesis
DNR Void CNA t';zggn LPN
Wt fr Decubitis Prosthesis | Ambulate
Ulcer
H,O w/c qd Ht BP
Key Terminology Game
BM Coma ml qd Rt
DNR A PB SH LPN
1&0 HOH CNA O, AM.
H,O in. ff ac pc
Geriatrics Germ Peri tgzgie; Ambulate
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Key Terminology Game

Key Terminology Game
ff Amb RACE NA/R hs
Lb A PB qd Rt
ASAP R CNA Aphasia pc
PROM tid Peri Prosthesis | Care Plan
Feces PRN ff L BR
Key Terminology Game
Wit Amb D(EJclzlgirtis qd Hyp-tension
Mi in. q Aphasia BR
LB PRN CNA ac emesis
Feces wi/c ml NA/R LPN
Geriatrics fr PT SOB Mental

H,O Void VS L emesis
ASAP R Abd NA/R A.M.
MI Coma CNA SH BR
Geriatrics wi/c Limbs Oz Rt
Decubitis Hyper Hypo
Lb A . :
Ulcer tension tension
Key Terminology Game
Ml fr Decubtis Oz emesis
Ulcer
Lb A Rt Aphasia cc
BM Coma CNA TPR hs
DNR tid VS qd AM.
g2h PRN PB SH Rt
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Key Terminology Game

Key Terminology Game

Geriatrics PRN ff NA/R tszspitc))_n
Lb Coma Abd SH Rt
H,O fr CNA qd emesis
1&0 Germ VS TPR BP
ASAP tid Decubitis L cc
Ulcer
Key Ternmology Game
Feces Void qd ADL BR
Wit Dentures q Oz LPN
ASAP tid CNA SOB Ambulate
BM PRN Limbs TPR emesis
ASAP in. RACE Ht A.M.

©Workforce Development, Ine PreEmployment Healthcare Academy

ASAP wic Decubitis TPR hs
Ulcer
1&0 Dentures ml NA/R A.M.
ASAP in. CNA o, Rt
H,O tid q Aphasia Ambulate
DNR gid Edema L emesis
Key Terminology Game

ASAP HOH Limbs TPR BP

ff Amb Rt ADL testpign
DNR Germ CNA | Prosthesis cc

Lb PRN q L A.M.
ASAP Coma PT ac Ambulate
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Key Terminology Game

Key Terminology Game

Lb in. q Hyper— cc
tension
Geriatrics fr Edema TPR Rt
ff qid CNA ADL BR
H,0 PRN Decubitis L LPN
Ulcer
ASAP Amb Limbs NA/R g4h
Key Terminology Game
1&0 Germ VS Ht cc
g2h gid Peri Oz Care Plan
Feces R CNA o, LPN
H,O A qd Prosthesis g4h
Wi fr Rt Hyper BR
tension

Feces HOH ff O, Mental
1&0 R o} NA/R BP
Lb qid CNA SOB hs
BM Coma Edema SH emesis
ff w/c PB Oz Rt
Key Terminology Game
g2h Amb ff Prosthesis cc
H,0 HOH RACE t';zgi%; hs
PROM | tid CNA Oz BR
1&0 Void Edema Aphasia emesis
Lb qid VS ADL pc
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Key Terminology Game

Key Terminology Game

DNR HOH VS O, LPN
ff fr qd L Rt
Feces Germ CNA ac Ambulate
Geriatrics Void Edema qd Hypo
tension
1&0 Amb Abd Prostehsis BR
Key Terminology Game
ff tid RACE SOB emesis
Wi PRN Peri Hyper LPN
tension
q2h fr CNA ADL hs
ASAP HOH PB L Hypo
tension
PROM gid Edema NA/R A.M.

©Workforce Development, Ine PreEmployment Healthcare Academy

DNR tid ff SH Care Plan
MI Dentures Abd NA/R BR
ASAP Amb CNA Ht BP
g2h fr RACE qd LPN
Feces Germ Rt O Rt
Key Terminology Game
DNR A PB ADL cc
Lb HoH | Decubits SH Ambuate
Feces |wlc CNA ac hs
Wit Germ Rt Oz Rt
g2h fr ml SOB pc
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Key Terminology Game

Key Terminology Game

Wit gid PT SOB Ambulate
Geriatrics HOH Edema Prosthesis Rt

PROM fr CNA Oz Mental

ASAP tid ml qd A.M.
H,0 in. PB ADL tg'g’spign

Key Terminology Game

PROM tid Limbs SH Ambulae
g2h in. Peri ac BR
Wt qid CNA Ht Rt
BM PRN ff Oz BP
180 wic PT Fper AM.

1&0 A ml NA/R g4h
Feces Germ PT qd emesis
ASAP HOH CNA Oz pc

Lb gid Limbs L Rt

ASAP Dentures Decubitis ADL Ambulate

Ulcer
Key Terminology Game
ff PRN RACE L hs
Geriatrics HOH Decubitis Hyp_e F Mental
Ulcer tension
Lb Amb CNA SH cc
H.O Dentures Peri qd A.M.
ASAP Germ qd NA/R LPN
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Key Terminology Game

KeyTerminology Game

ASAP Dentures Limbs qd BP
Geriatrics Coma D(EJclglgirtis (N Rt
1&0 PRN CNA SH hs
PROM Void q ADL Care Plan
BM fr VS ac A.M.
Key Terminology Game
Lb PRN Peri Oz Rt
H.O tid Limbs ac LPN
ff Germ CNA L Care Plan
ASAP w/c ml (%) emesis
PROM Void RACE TPR hs

©Workforce Development, Ine PreEmployment Healthcare Academy

ff Germ Limbs Ht Ambulate
Asap Dentures o} qd pc
DNR Coma CNA Aphasia Mental
MI tid ff Prosthesis BR
Lb r Decubitis L cc
Ulcer
Key Terminology Game
Geriatrics gid Abd Aphasia pc
Wt HOH Rt 0, Hypo
tension
1&0 Coma CNA L BP
MI PRN ff TPR emesis
ff A Edema qd A.M.
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Key Terminology Game

Key Terminology Game

g2h fr ff Ht BR
Geriatrics Coma PB L Rt
H,O Dentures CNA t';zgieé; AM.
ASAP gid RACE TPR LPN
Ml Germ q SOB Ambulate
Key Terminology Game
ASAP HOH q TPR Care Plan
g2h gid Limbs Oz BP
ff Void CNA Aphasia BR
Wit PRN RACE SOB hs
PROM tid qd qd Rt

©Workforce Development, Ine PreEmployment Healthcare Academy

Lb gid Limbs Prosthesis pc
g2h Germ ff qd Rt
Wit in. CNA SH BP

ff fr VS ac Mental

ASAP Coma RACE NA/R g4h
Key Terminology Game
Feces tid Rt O pc
H,O HOH VS Aphasia LPN

BM Germ CNA qd g4h

180 Amb Decubitis | AR hs
Ulcer
g2h Coma Limbs SOB emesis
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Key Terminology Game

Key Terminology Game

1&0 gid mi Aphasia emesis
Geriatrics Void Decubitits qd Rt
Ulcer
Lb fr ONA Ht BR
DNR HOH Rt L Mental
BM wi/c ff ADL g4h
Key Terminology Game
ac H,O gid Oz ff
wic t';?]’gieo - tid cc TPR
PROM pc CNA fr VS
HOH Mental 1&0 q Ht
Limbs ASAP M g4h Coma

©Workforce Development, Ine PreEmployment Healthcare Academy

1&0 Amb Rt SOB g4h
PROM Void Abd qd BR
Feces Dentures CNA TPR emesis

g2h gid q Hyp_er— Ambulate

tension

DNR Germ VS SH Mental

Key Terminology Game
Geriatrics Feces cc BP g2h
PROM wi/c ml Rt A.M.
D'Eclgte’irﬁs Peri CNA ADL in.

Amb Edema PB L LPN

qid emesis PRN Coma ff

Curriculum Guide




Session 5 Lesson Plan

Materials:

Check In Process

Memory Techniques

Test Taking Skills

Classroom and Study Skills Preparation
What Is Your Preferred Learning S®le
Multiple Intelligences Inventory

Game Abbreviations; Instructions
Skelton System

Time to Journal

Equipment/Supplies:

Easel/whiteboard and markersinstructor provided
3-Hole punchg Instructor provided

Spiral mtebook¢ Student provided

2 Pencilg, Student provided

1 Peng Student provided

Flashcards¢ Student provided

3 Hours
Style Time Activities
V,K 5 minutes| Check In Process
V,A K 5 minutes| Memory Techniques
V,AK 20 minutes| Test Taking Skills
V,AK| 20 minutes| Classroom and Study Skills Preparation
V,AK| 45 minutes| What is Your Preferred Learning Style?
V,AK 15 minutes| BREAK
V,A K 30 minutes| Instructions/Game;, Abbreviations
A 30 minutes| Skelton System
V,AK| 10 minutes| Time to Journal
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Sessionbs
Student
Handouts
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Memory Techniques

What is memory?
The ability to recall or reproduce what you have learmatticularly through associations to previous experiences

What is short term memory?
The part of thebrain where information is temporarily retained for immediate use
- Write an example of shotterm memory information

What is longterm memory?
The part of the brain where information is retained for a longer period of time (days, months, years)
- Write anexample of longerm memory information

Memory Techniques
Rewrite and organize yomotes
Write map or diagrams of what you are learning
Review your notes
Create associations
Look at the large picture and then the smaller pieces to that large picture
Create flashcards
Use mnemonics (i.e. the names of the Great Lakes: H@QME®&n, Ontario, Michigan, Erie, Superior)
Use as many of your senses as possible: (i.e. write it down, recite it, repeat it)

Use what you learn as soon as possible
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Test Taking Skil Is

Test Preparation Tips

e Preparation for youfirst test should begin after the first day of class; this includes studying, completing
homework assignments and reviewing study materials on a regular basis.

e Budget your time Make sure you have sufficietime to study so that you are well prepared for the test.

e Go tothereview. Ray dtention to hintsthe instructor may give about the test. Take careful notes and
ask questiosabout items you may be confused about.

e Ask the instructor to specify the areghat will be emphasized on the test.

e WSOASS YIOGSNRIEY GKS GSEGo0221= Oflaa yz2iG8axX

e Eat before a test Having food in your stomach will give you energy and help you focus, but avoid heavy
foods which can make you groggy.

e 52y Qi ( N@ll nigBtedliBttatfleadt tifreenours of sleep before the test.

e Try to show up at least fivminutesbefore the teststarts.

e Set your alarm and have a backup alarm set as well.

e Go to the bathroom before walking into the exam room

Test Taking Tips
e Bring at leastwo pens/pencils with good erasescalculator withsparebatteries and any other
resourcesy/our instructor allows you tbring.
e Bring a watch to the testo that you can better pace yourself.
e Keep a positive attitude throughout the whole test and trystay relaxed If you start to feel nervous,
take a few deep breaths to relax.
e Keep your eyes on your own paper
e When you first receive your test, do a quick survethefentire test soyou know how to efficiently
budget your time.
e DotheeasiestproblenBA NEGT R2y Qi aidl & 2y  lespdcidlwhenSiveisiakK G @& 2
factor.
¢ Do the problems that have the greatest point values first.
e 5 2y Qi but\aHea yourself Read the entire question and look for keywords.
e AsktheinstructorforclafihA OF G A2y AT @& 2 queshod ghthgtestzy RSNE Gl YR
e Writelegibly F G KS 3INF RSNJ O y,ehaywiNiBdstRikely iddrkiit widrgy.dz ¢ N2
e Always read the whole question carefulli2 y Qi Y I 1S | addzyLliraAzya | 062
e Ifyodz R2Yy Qi | y.3MKp itlGonwighidhg ©sudf the test and come back to it later.
e 52y Q0 @¢g2NNEB AT 20KSNE FAYAAK 0ST2NB &2dzT F20dza 2
¢ When you are finished, if you have time |éftok over your test. Make sure you haaaeswered all the
guestions nly change an answer if you misread or misinterpreted the queshecause the first
answeryou put is usually the correct one.
e Double check to make suy®u put your first and lastame on the test.

S
dzi 4 K
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Test Taking Skills Page2

Multiple Choice Test Taking Tips

Read the question before you look at the answer.

Come up with the answer in your head before looking at the possible ansWisissway the choices

IAPSYy 2y GKS (Said 62yQi (KNRBg e2dz 2FF 2NJ GNRO| @
Eliminateanswerd 2 dz 1y 246 | NBy Qi NARIK(IGD

Read all the choices before choosing your answer.

If there is no guessing penalty, always take an educated guess and select an answer.

5 2 y Q (ichdn@ng ¥dur answerlsually your first choice is the right one, unless you misread

misinterpreted the questin.

Ly a!ftf 2F (GKS 020S¢ YR ab2yS 2F (GKS |0
R2y Qi OK22aS adRyderioneloitte sthtamendSalseR2 y Qi OK
l 02@0Sd¢

A positive choice is more likely to be true than a negative one.

LF GKSNB Aa |y &andyfou khdh thatkt3eadt tv@oftBeschodslard ddryect, select
GKS a!ff 2F GKS [ 0620S¢ OK2AO0SO®

Usually the correct answer is the choice with the niafrmation.

208¢ OK
223 Q!

U m

TrueFalse Test Tips

Usudly there are moreitrue¢ than ¢false€ answerson tests.

If there is no penaltyor guessingguess You have a 50% chance of getting t@rrectanswer.

Read through each statement carefully

Pay attention to thequalifiers and keywordsQualifiers liked y S&Xa8WayE, andélS GSNEB ¢ YSIy G
the statement must be true all of the time. Usually these typequalifiersindicate the statement is

false.

v dzl £ A T A S NE Gsdnmietims, anddd Sz $ KJ2 i that the sthtSrhent can be considered true or

false depending on the circumstances. Usually these sygiejualifiersindicate the statement isrue.

If any part of thestatementis false, the entire statement is falséloweverjust because part of
A0FGSYSyd Aa 0 NYz&kethe2@i® gid@ddmenyt®©S a2 at NAf & Y
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Classroom and Study Skills Prep aration

Good Listening in Class:
It is important for you to be a good listener in class. Much of what you will have to learn will be presented
verbaly by your teachers. Just hearing what your teachers say is not the same as listening to what they
say. Listening is a cognitive act that requires you to pay attention and think about as well as mentally
process what you hear.

Here are some things youhsuld do to be a good listener in class:

Be ready to listen when you come to class. Make sure you complete all assigned work and readings.
Review your notes from previous class sessions. Think about what you know about the topic that will be
covered inclass that day.

Be emotionally ready to listen when you come to class. Your attitude is important. Make a conscious
choice to find the topic useful and interesting. Be committed to learning all that you can.

Listen with purpose. Identify what youpect and hope to learn from the class session. Listen for these
things as your teacher talks.

Listen with an open mind. Be receptive to what your teacher says. It is good to question what is said as
long as you remain open to points of view other tharmur own.

Be attentive. Focus on what your teacher is saying. Try not to daydream and let your mind wander to
other things. It helps to sit in the front and center of the class and to maintain eye contact with your
teacher.

Be an active listener. Yaean think faster than your teacher can speak. Use this to your advantage by
evaluation what is being said and trying to anticipate what will be said next. Take good written notes

about what your teacher says. While you can think faster than your teaemespeak, you cannot write

faster than your teacher can speak. Taking notes requires you to make decisions about what to write, and
you have to be an active listener to do this.

SSG GKS OKIFftfSy3asSo 52y Qi 3 A AOrmdibd being Rresanied LI £ A a G
AFFAOdzAZ G (G2 dzyRSNEGI YR® 52y Qi F2NBSG G2 ral |d
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Take power over your environment. The classroom may be too noisy, too hot, too cold, too bright, or too
dark. 5 2 ygfudiinto these inconveniences. Stay focused on the big pigiuEARNING.
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What Is Your Preferred Learning S tyle?

YOUR preferred learning style is the way in which YOU learn best. Three learning styles that are often identified in
students are theAuditory Learning Style, the Visual Learning Style, and the Tactile/Kinesthetic Learning Style.
Read about each of these learning styles to identify YOUR preferred learning style.

Are you an Auditory Learner?
Auditory Learners learn best when informatits presented in an auditory language format. Do you seem
to learn best in classes that emphasize teacher lectures and class discussions? Does listening to audio
tapes help you learn better? Do you find yourself reading aloud or talking things oaittbetter
understanding? If YES, you are probably an Auditory Learner.

Are you a Visual Learner?
Visual Learners learn best when information is presented in a written language format or in another visual
format such as pictures or diagrams. Do yoefer classes in which teachers do a\aiting at the
chalkboard, provide clear handouts, and make extensive use of an overhead projector? Do you try to
remember information by creating pictures in your mind? Do you take detailed written notes from your
textbooks and in class? If YES, you are probably a Visual Learner.

Are you a Kinesthetic Learner?
Tactile/Kinesthetic Learners learn best in haodslearning settings in which they can physically
manipulate something in order to learn about it. Do yearh best when you can move around the room,
and touch and try things? Do you do well in classes in which there is a lab component? Do you learn
better when you have an actual object in your hand rather than a picture of the object or a verbal or
written description of it? If YES, you am®lipably a Kinesthetic Learner.

Your learning style is your strength. Go with it whenever you can. When you can choose a class, try to
choose one thabest fitsyour learning style. When you can choose a teachér, tri 2 OK22aS 2y S
teaching method best matches your learning style. When you choose a major &undire career, keep

your learning style firmly in mind.
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Multiple Intelligences Inventory
Copyright 1999 Walter McKenzie,
The One and Only Surfaguarium

Note: This is not a testit is a snapshot in time of an individual's perceived
Multiple Intelligences preferences.

Part |
I 2YLX SGS SHOK aSOlAzy o0& LI OAy3 I dikesyoylByeii G2 St
do not identify with a statement, leave the space provided blafken total the column in each section.

Section 1
|l enjoy categorizing things by common traits
Ecological issues are important to me
Classification élps me make sense of new data

| enjoy working in a garden

| believe preserving our National Parks is important
Putting things in hierarchies makes sense to me
Animals are important in my life

My home has a recycling systempilace

| enjoy studying biology, botany and/or zoology

| pick up on subtle differences in meaning

TOTAL for Section 1

Section 2

| easily pick up on patterns

| focus in on noise and sounds

Moving to a beat is easy for me

| enjoy making music

| respond to the cadence of poetry

| remember things by putting them in a rhyme
Concentration is difficult for me if there is background noise
Listening to sounds in nature can be very relaxing
Musicals are more engaging to me than dramatic plays
Remembering song lyrics is easy for me

TOTAL for Section 2
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Multiple Intelligences Inventory Page 2

Section 3

I am known for being neat and orderly

Stepby-step directions are a fihelp

Problem solving comes easily to me

| get easily frustrated with disorganized people

| can complete calculations quickly in my head

Logic puzzles are fun

| can't begin an assignment until | have all my "ducks in a row"
Structure is a good thing

| enjoy troubleshooting something that isn't working properly
Things have to make sense to me or | am dissatisfied

TOTAL for Section 3

Section 4

LG A& AYLRNIIFIyG G2 aSéingge NRtS Ay GKS
| enjoy discussing questions about life

Religion is important to me

| enjoy viewing art work

Relaxation and meditation exercises are rewarding to me

| like traveling to visit inspiring places

I enjoy reading philsophers

Learning new things is easier when | see their real world application

| wonder if there are other forms of intelligent life in the universe

It is important for me to feel connected to people, ideas and beliefs

TOTAL for S¢ion 4

Section 5

©Workforce Development, Ing PreEmployment Healthcare Academy

| learn best interacting with others

| enjoy informal chat and serious discussion

The more the merrier

| often serve as a leader among peers and colleagues
| value relationships more than ideas or accomplishta
Study groups are very productive for me

aoA3
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Multiple Intelligences Inventory Page 3

L LY | &adaSkY LI LFe&SNE
Friends are important to me

| belong to more than three clubs or organizations
| dislike working alone

TOTALdr Section 5

Section 6

| learn by doing

| enjoy making things with my hands

Sports are a part of my life

| use gestures and neverbal cues when | communicate
Demonstrating is better than explaining

I love to dance

| like working with tools

Inactivity can make me more tired than being very busy
Handson activities are fun

| live an active lifestyle

TOTAL for Section 6

Section 7

Foreign languages interest me

| enjoy reading boks, magazines and web sites

| keep a journal

Word puzzles like crosswords or jumbles are enjoyable
Taking notes helps me remember and understand

| faithfully contact friends through letters and/orraail
It is easy for me toxplain my ideas to others

| write for pleasure

Puns, anagrams and spoonerisms are fun

I enjoy public speaking and participating in debates

TOTAL for Section 7
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Multiple Intelligences Inventoryg Page 4

Section 8
My attitude efects how | learn

I like to be involved in causes that help others

| am keenly aware of my moral beliefs

| learn best when | have an emotional attachment to the subject
Fairness is important to me

Social justice issues intetare

Working alone can be just as productive as working in a group

I need to know why | should do something before | agree to do it
When | believe in something | give more effort towards it

| am willing to protest or sign a petiticto right a wrong

TOTAL for Section 8

Section 9

Rearranging a room and redecorating are fun for me
| enjoy creating my own works of art

| remember better using graphic organizers

| enjoy all kinds of entertainment media

Charts, graphs and tables help me interpret data

A music video can make me more interested in a song
| can recall things as mental pictures

| am good at reading maps and blueprints

Three dimensional puzzles are fun

| can visalize ideas in my mind

TOTAL for Section 9
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Multiple Intelligences Inventory Page 5

Part Il
Now carry forward your total from each section and multiply by 10 below:

Section Total Forward Multiply Score
X10
X10
X10
X10
X10
X10
X10
X10
X10

OIO|NOO|A|WINF

Part 11l
Now plot your scores on the bar graph provided:
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Multiple Intelligences Inventory Page 6

Part IV

Key:

Section 1¢ This reflects your Naturalist strength
Section Z; This suggests your Musical strength
Section X; This indicges your Logical strength
Section 4; This illustrates your Existential strength
Section & This shows your Interpersonal strength
Section & This tells your Kinesthetic strength
Section 7 This indicates your Verbal strength
Section & This reflects gur Intrapersonal strength
Section X This suggests your Visual strength

Remember:
o Eveyone has all the intelligences!

e You ca strengthen each intelligence!
e This inventory is meant as aapshot in time- it can change!
e Ml is meanto empower, not labelearners!

Copyright © 1999 Walter McKenzi€he One and Only Surfaguarium

This survey may be printed, used and/or modified by educators as long as the copyright tag ietaains

http://surfaquarium.com/Ml/inventay.htm
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Skeleton System
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Skelton Worksheet; Page 2

Label the parts on the skeleton with the words listed below.

Skull
Sternum
Humerus
llium
Pubic Symphysis
Carpals
Metacarpals
Phalanges
Tibia

. Fibula

© © N o g M 0w N PF

[
— O

. Maxilla
. Mandible

[ S
w N

. Tarsals

[N
N

. Metatarsals

[N
a1

. Phalanges

=
(o]

. Vertebral Column

=
\l

. Sacrum

=
o]

. Patella

=
(]

. Femur

N
o

. Radius

N
=

. Ulna
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Skelton Worksheet; Page 3

Skeleton System - Common Names

Common Name

Scientific Name

brain Skull

breast bone Sternum
funny bone/upper arm Humerus
hip bone llium

tail bone Sacrum
pubic bone Symphsis pubis
wrist Carpals
hand Metacarpals
fingers Phalanges
shin bone Tibia

calf bone/lower leg small Fibula

ankle Tarsals

foot Metatarsals
kneecap Patella
thigh bone Femur
lower arm ( pinky side) Ulna

lower arm ( thumb side) Ralius
spine Vertebral Column
jawbone Mandible
cheek bone Maxilla

toes Phalanges
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Skelton Worksheet; Page 4

Skeleton System Identified

Skul
Maxilla
Mandible
Sternun
Humeru:
llium Vertebral Column
Radius
Sacrun ul
. na
Pubic Symphs
Carpal
Metacarpal:
Phalange
Femur
. Patella
Tibie
Fibule 7
Tarsals
%8
, 0’ (7 Metatarsals
o5
Phalanges
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Skeleton System Exercise

Directions: Find the terms listed belowords can appear horizontally, verticalty,diagonally, forwards or
backwards.

F R B M X T UAIRAUWP Z D H J L D Q
M N V Q Y E N OB T S A E R B X T Z K
F J K T B N O Q Z X UNMX X V G B E
O T U Z N OIR S QHMWU I NAIETCX X
R S P R NB CTPV Y X K QP O I G K
M P Q Y L L R EP ACEIENIKTZ CUE Z2 T
T I K S G | F R EN OB P I HE E P T
FNA Z UAUI KL BQEDOBUL Z M X
G ERV ETOTCDNAHMMRAREPP
F Yy S R EUWJ BIRIBEY A F OUL E J
B S E O T DN A S R E G N | F S Z O M
X Q O G EN OB KEEHI CNJ X G M J

Fingers and toes Kneecap

Brain Breast bone

Cheek bone Fingers and toes

Hand Hip bone

Kneecap Spine

Tail bone Upper arm
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Skeleton System Exercise - Answers

Directions: Find the terms listed below. Words can appear horidgntadrtically, or diagonally, forwards or
backwards.

F R B M X TUAWRAUWP 2Z2 DMH J L D QU
M N v Q VY I EE=N—OC—"3B—TFT—S—FA—FR1B X T Z K K
F J K T BIN O Q Z X UNMX X V G B E T
O T U 2Z NIO R S QHMWU I NAIET CX X U
R .S P R NI|B CT P VY X K QP O I G K X
M IP QY LI|L R E PAE€E—FFNK CE Z T K
T K S G|I F R EN—6—F8B—F—7F—H E E P T O
FINA Z UJIA UK L B Q E DB UL 2 M X H
GIE RV E|T O C Bbb——N—HA—4TH M—R—FAR+—P—FPY
F Y S R EUWJBRIBEY|JA F OUL E J R
B $&—F———6—"7F+—"b—N--A—TFFR+-—C—N—1F+—F S Z2 O M Q
X Q 0O G P N——O—"-B—K—FF—F—H——E N J X G M J F

VFingers and toes V Kneecap

V Brain V Breast bone

V Cheek bone V Fingers and toes

VHand V Hip bone

V Kneecap V Spine

V Tail bone V Upper arm
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Time to Journal

Rationale:
Journaling is the practice of writing thindswn. When you are a CNA, you will be required to make
notes on residents, journaling will give you an opportunity to practice doing this.
Writing down goals helps you to be aware of how you are progressing. It is also a way to see how your
first day ofjournaling compareto your last day of journaling.

Question of the Day:

List three good things that happened to you today. (This is to help create a positive self image. i.e. got to
Oflaa 2y GAYSSEI RARYQO NUzy 2dzi 2F 3l a 2y GKS gl @

AND
List your preferred learning style. Describe ways you use your learning style as you study.
OR
How does test taking make you feel?
OR
Il 26 RAR (2RIFeQa Oflaa YIS @&2dz ¥FSSfK
OR

Ly &iNHZOG2NRE vdzSadAazy 2F / K2A0S$
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sSessionb5
Instructor
Materials
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Check In Process

Directions:
e Pass theCheckn sheet around
e Put your name, the date and time in the spaces provided
e Your instructor will keep all th€heckn sheets in a folder marked with the class date. These can be used
to keep track of your aindance for counselorsr referrals for employers

Name Date Time
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Abbreviations Game z Instructor

1. Put the students in two groups one on each side of the classroom

2. Write one abbreviation oithe board
Example: g.i.d.

3. Ask one of the students in group #1 if they know the answer. If they can say what the
abbreviation q.i.d. represents, their group will get a point. If they answer incorrectly, the other
group has the chance to answer.

4. Next,repeat Steps 1 through 3 with group #2.

5. Go back and forth between Group #1 and Group #2.

6. Continue until you have given all the abbreviations.

7. The group who gets the most points, wins the prize.
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Session 6 Lesson Plan

Materials:

Check In Process

Job Fuctions¢ Back Safety

Nursing Assistants Work Closely with Patients
Hygiene

Flash Cards

Time to Journal

Equipment/Supplies:

Easel/whiteboard and markersinstructor provided
3-Hole punchg Instructor provided

Spral notebookg Student provided

2 Pencilg, Student provided

1 Peng Student provided

Flash ards¢ Student provided

3 Hours
Style Time Activities
A 5 minutes| Check In Process

V,A 35 minutes| Job Functions

V,A 10 minutes| Nursing Assistants Work Closely with Patients
V,AK| 50 minutes| Hygiene
V,AK 15 minutes| BREAK

VA 40 minutes | Key TermgUnits 4¢ 7)
V,AK| 15 minutes| Flash Cards Small Group Activity
V,AK| 10 minutes| Time to Journal
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Student
Handouts
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Job Functions z Back Safety

Essential Job Functions Non-essential Job Funions

Adjust, make, change beds There are no nomssential job functions
Transfer resident

Transport residents

Pass trays, feed residents

Position residents

Walk residents

Documentation

Tub/bath/shower

Perform/assist with Activities of Daily Living

Anurddy3 aaradlyidQa RdziASa INB (G2 LINPGARS @2dzNJ Faaaiy
GAGK GKS ydzZNEAY3 K2YSQa SadlofAaKSR ydzNE Rgnm@tifNE  LIN.
you are not sure how to do somethinglease ask another NA for heljyou do not want to do a task that you are

not trained to dqin fear of injury to the resident or yourself.

Information Source: Donna Hunt, CNA

Department: Nursing

Location: Cedarview Nursing Home

DOT Code: 078@0ccpations in Medicine and Health, N.E.C.
SIC Code: 8734
Skill Level or Qualifications: @me-job training.

Sensory Demands: Hearing, Touching, Writing, Looking, Reading, Speaking. A nursing assistant must be able to
interact with residents. Also mubg able to read and write to communicate with other staff and to follow
written instructions.

Education
Vocational: More than short demonstration up to 1 month.

Environment
Conditions: Exposure to body secretions and eliminatioaf residents; lao, exposure to stong odors due to
these factors
Floor Surface: Occasional wet and slippery tile floors. Occasional wet carpeted areas.

Shift Information
All Shifts
Workdays: Monday-Sunday
Meal Breaks: 30 minutesg & 62 NJ SNRaA RAAONBUOAZ2Y
Work Breaks: Two15 minute work breaks
Job Pace:  Worker paced
Overtime: Available
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Job FunctionsBack Safety, Page 2

Physical Demands

e Balance-transfer resident, walk residents, carry food trays, use step stool

e Bend/Stoop-- adjust, make, change beds, transfer resiggtransport residents, pass trays, feed
residents, position residents, walk residents

e Walk--transport residents, walk residents, perform/assist with Activities of daily Living, tub/bath/shower
adjust, make, change beds, transfer resident, tub/bath/sbovperform/assist with Activities of Daily
Living, answering call lights, checking halls, delivering meals

e Reach-position residents, walk residents, documentation, and tub/bath/shower, perform/assist with
Activities of Daily Livin@djust, make, changeeds, transfer resident, adjust, make, change beds, pass
trays, feed residents

e Sit--pass trays, feed residents, and documentation

e Stand--adjust, make, change bed, transfer resident, tub/bath/shower, perform/assist with Activities of
Daily Living

e Pull--pass trays, feed residents, position residents, and tub/bath/shower

e Push--adjust, make, change beds, transport residents, position residents, and tub/bath/shower

o Lift -transfer resident, pass trays, feed resident, position residents, walk residentsptdmnesidents

e Carry--walk residents, pass trays, feed residents

¢ Handling--transfer resident, adjust, make, change beds, pass trays, feed residents, walk residents,
transport residents, tub/bath/shower, position residents, documentation

Make sure yokeep yourself safe, and use good body mechanics at all timfesmation follows on the correct
ways to kep your back healthy at work.

Almost 20% of all injuries and illnesses on the job are back injudire.out of every fivevork related injuries
and illnesses are a back injury.

Back injuries are a very serious problefhey cost our countr$20 to $50 billion every yearThese injuries can
happen in a factory where workers stack and lift heavy boXd®y can happen in a hotel where people have
push heavy carts with cleaning suppli@ey can also happen in a hospital and in a nursing home.

It is far easier to prevent a back injury than living with a bad b&t&ny people are even forced to leave their job

in healthcare because they hairgured their back.Fortunately, there are many things that can be done to

prevent back injuriesSome of these things are done by the person off the job, some are done by the healthcare
worker on the job and other things are done by the hospital or imgrflome.

e Nursing assistants and others who transport patients or residents from one area of the hospital or nursing
home to another areaForexample: operating room techs push patients on a stretcher from their room
to the operating room.People whawvork in the emergency room often push their patients to their room
when they are admitted into the hospital.

¢ Nursing assistants, nurses, patient care technicians and otiNrssing staff lift and turn patients on a
regular basis.They also may move patits in their beds from one room to another one.
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Job FunctionsBack Safety, Page 3

A Little About Your Back

Your back is made up of bones, muscles, ligaments and other thiihgsspine is the part of your back that is
made of bones. Your spine is deaup of 24 bones, called vertebraghese bones are placed one on top of
another. Each one of these bones is separated from the next one with a soft cushion called Riggscare made
up of cartilage.These discs help your back twist, bend and memeeind. Your back is supported mostly by your
stomach muscles. It is also supported by the muscles and ligaments of the back.

Prevent Back Injuries Ofhe Job
There are several things that you must do in your daily life to prevent hurting your bieck. are some of the
things that you can do dtome to prevent back injuries.

Exercise Do regular exercise after you have checked with your doctor to make sure that your chosen
form of exercise is safe for yo&ome of the exercise that you can do t@yent back injuries are
swimming, running, jogging, walking, rowing, muscle strengthening and stretching exefidisse sports
and exercises are good for the bac&ports and exercises like golf, bowling, racquet ball, football,
baseball and weight tihg are not good ones to prevent back injuridhese sports involve rapid and
unplanned for twists, turns, starts and stops.

Rest Get enough sleep and resY.ou may hurt your back when your body is weak, tired and not rested.
You can also hurt yodmrack when your mind is tired

A Good Diet A good diet makes a healthy body, onattlis strong and in good shape.

Healthy Body Weight Excess body weight puts extra strain on you back and stomach musglas.
should lose weight, do it nowTalk to yair doctor about a healthy weight loss plan that can work for you.

Use Good PostureYou can prevent back pain and back problems by sitting, standing and lifting while
using good postureSit straight with your spine uprighDo NOT slouchStand tall vith your head up and
your shaulders back.Do not hunch over.

Sleep in the Right WayUse a firm mattress not a soft on&leep on your side with your knees bent up
toward your chin.If you prefer, sleep on your back with a pillow under your kndédsse positions and a
firm mattress gives your back needed support and rest.

Ways b Prevent Back Injurieat Work

One of the most important things that you can do to prevent hurting your back at work is to GET HELP when you

need it. Everyone who works ia hospital or nursing home is part of a teakiVe must work together as a team.
When a member of the team needs ydhelp, you must help themWhen you need help, ask a team member to
help you.

When you are lifting a patient or assisting a patienttemsl from a sitting position:

1.
2.

Get help if you need it.

Use a mechanical lifting device whenever you cBimese devices are safe and easy to use, often without
the help of another personlf you do not know how to use it, ask the nurse to teach you houswit
and use it safelysthe person does not get hurt.
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Job FunctionsBack Safety, Page 4

3. Explain to the person what you are about to déven very weak patients can help you with a lift or
transfer when they know what you are abouttoddoumays | y i (2 &l &YX daNBE® 2 Af 3
Y& | NY& dzy RSNJ @2dzNJ F NYa FyR 6KSy L O2dzyd G2 o af
going to move you up in the bedRlease bend your knees and put your heels into the mattrédsen |
countto three, push your heels into the mattress and lift up your backside and push your body toward the
2L 2F GKS 0SR®¢

4. Do some stretching and warm up exercise if your body is not warm and |&bsde your body out.

Stretch your arms up toward the ceilinipg inplace for a couple of seconds.

Stay as close as possible to the person or object that you are about to lift.

Face the person or object that you are about to lift.

Keep yur back straight up and down.

Tuck your chin in and keep your neck and heaalight up and down.

© © N o O

Keep your feet wide apart so that you have a wide base of support.

10. Pivot on your feet in the direction of the mov&orexample:if you are pulling a person up in bed with
the help of another person, you should remain facing the perbaring the lift but you should shift your
weight by rocking onto the foot that is closest to the top of the b#ddou are moving a person from the
bed to the chair, stand with your feet wide apart and pivot from facing the bed to facing the chaig, in
direction of the move.Do NOT twistPivot and keep your spine, or back straight.

11. Make sure that you have a good grip on the object that you are about to lift.

12. Use the long and strong muscles of your legs toDib. NOT use the muscles of your baxkft. For
example:if you are lifting a scale off the floor, bend at the knees and squat d@enNOT bend your
back. After you grip the scale, raise your body up to a straight position with the scale as close to your
body as possibleReverse thes steps to put the scale down on the floor.

13. Use smooth and slow motion®o NOT hurryTake your time.Do not use jerky motionsThey can hurt
your back.

14. Take small breaks between lift¥ake a deep breath and rest for a moment.

Another basic back &gty rule is PUSH and do NOT PWRishing is much safer than pulling.

How Goodare Back Beltand Supports?

For the last several years many hospitals and other companies have used back belts and back supports to protect
0§ KSAN 62 NJ SNXIudy. Thdsebpck subpdrts Asge il Holng’ Bepot stores for example, are a matter of
choice. Some think that these back belts help prevent back injuries and others do not know if they do help.
Nonetheless, if you are given a back belt to use as you wowd, iivand wear it properly but also do not think

that you do not have to use good body mechanics and lifting sKiliese skills must be used with and without a

back belt. Do NOT get a false sense of security with a back belt.
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Nursing Assistants Work Closely with Patients

Nursing Assistants work closely with patients and provide assistance with daily living tasks, such as:

5NBadaAya oF OO2NRAy3 (2 LIGASYdiQa ySSRazX NIy3IAy3
Bathing (bed baths, tub baths, slkers including perineal carewashing of the genital area)

Feeding (serving meals, physically feeding patients who are unable to do so themselves)

Toileting (assisting with bedpans & urinals, help to the bathroom, provide incontinent care for patients
who need it)

Vital signs (blood pressure, pulse, etc.)

Catheter care (emptying, upkeep of Intake &tQut sheets when necessary)

Answering call lights in a timefgishion

Assist patients witlambulation when needed

Range oMotion exercisesasprescribedouy physical therapy

Assistpatients in wheelchairs (a lot of heavy lifting at times)

al1{Ay3 o0SRa YR {SSLAyYy3a GKS LI GASYGaQ NR2Y |yR 0
Ensuring that bedridden patients are turned at least every two hours, to ensure comfort gmevent

bedsores

Report all changes, physical and mental, of the patients to the nurse

Post Mortem Care

Safety awarenesskeeping an eye on wanderers and watching for potentially dangerous situations
Documentationg accurate & timely daily documentatiomahe care provided to each patient

Anything else that neexto be done!

' bdzZNEAY3 !'daradlryiQa 220 R2Sa y2i SyR gA0GK (GKS LK@
compassion and a desire to make people comfortable and happy. | hakedva a nursing home for many

years and | can testify; although this job dsphysically challenging at times, it can be just as difficult mentally.
Residents of nursing homes often suffer from depression and/or dementia, and the nursing assistiznt tlse

closest human contact afforded to many of these people. A sense of humor helps in thisNald} CNA&alf

221 Ay3afte alres aLF 6S RARYQU fl dAKZ 6SQR ONEBHEL
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Hygiene

Hygiene and Good Habits are commonly understood as prevention methodstdgfgngon. In broader terms,
hygiene is the maintenance béalthand healthy living Hygiene ranges fromersonal hygienén the domestic

realm tooccupational hygiene in healthre. Hygiene involves healttdiet, cleanliness, and méal health. One

of the most effective ways to protect ourselves from illness is to have good personal hyglaeaneans not only
washing your hands but also your bodylygiene also means being careful not to cough or sneeze on others,
cleaning thingshat you touch when you are ill, putting items such as tissuddgch WILL have germs) into a bin,

and using protective aids (like gloves, masks, and gowns) when you are ill, or your resident is ill, these are times
when you are more likely to catch anéafion.

Personal hygiene includes health practices such as bathing, washing your hair, brushing your teeth, and cleaning
your clothes Maintaining good personal lgyene helps to fight infection by removing essences that allow bacteria
to grow from the surface of your skin.

Mouth Care
Food particles in the mouth decay and cause bacteria to develop, leaving a bad odor to a person'sTiresth.
bacteria can alsoamage teeth and cause cavities and tooth decay.

Brushing your teeth at least twice a day, once in the morning and again deddrés recommendedSome
people brish their teeth after every meaBrushing for 23 minutes each time is recommendedioothbrush
should be changed after 6 months, or sooner depending on your dplatal

Body Odor

Our bodies produce two kinds of sweat: eccrine and apocrine, apocrine is theobodygulprit. It is found in the

groin and underarm areasl hat weltknown sweaty smell occurs only after apocrine reacts with the bacteria on

our skin. Some of us are "cursed" with bigger and more active apocrine glands than ofkreiissome of us

simply aren't as successful as others in getting rid of the bacteriaonourskinSy AT &2dz | NB y 21
want to keep your body clean and freébacteria in the healthcare field.

Tips:
o Bathe at least once daily with soap.
e Use a deodorant with aluminum or zinEither of theseametalsshould kill odofcausing bacteria.
e Launderclothingoften. Wash clothes at home using an odighting detergent.Make sure your scrubs
are clean, dry and wrinkle free.
¢ Avoid the rgular consumption of spicy or shasmelling foods.The odor will come througiour pores.
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Hygieneg Page 2

Hand washing

Most infections, especially colds and gastroenteritis, are caught when we put our unwashed hands, which have
germs on them, to oumouth. Some infections are caught when other people's dirty hands touch the food we
eat. Hands and wrists should be washed with clean soap and water, using a brush if your fingernails abadirty.
your hands with something clean, such apgatowelsor hot air dryers.

Hand washing will be continued in the infection control unit.

You should always wash your hands:
e After using the toilet
o Before making or eating food
e After handling dogs or othexnimals
e If you have been around someone who is coughing or has a cold
e I TGSNI SI OK NBaARSyidQa OF N5
e After smoking

Hair

Hair is constantly falling outThis can result in food being caminated,so food handlers shodlwear a suitable
head covering, with long hair being adequately tied batke combing of hair and adjustment of head coverings
must not be done in food preparation and handling areas.

Make sure when you are caring for the patient or resident yourisgiulled back in a pony tail or bun. This is to
keep contamination away from the resident and keep you safe from injury, such as a combative resident pulling
hair when they are confused or angry.

Skin Care

Soap and water are essential for keeping tkim £lean. A bath or shower once a day is recommended, especially
in the summer time when most people sweat more than in the cooler monitmse who are involved in active
sports or work out to a sweat would doeli to take a shower after thaictivity. A mild soap will do the job
adequately.Germicidal or antiseptic soaps are not essentialyfmur daily bath. Dryingyourselfwith a clean

towel is very importat. Avoid sharing soaps and towels.

Nail Care
It takes five months fonailsto replace themselvesShort nails are less trouble, and are recommended in the
hedthcare field. Clip nails short, along their shapmn't cut them salose that it pinches the skin.

A healthy body ensures healthy naiBrittle or discolored nails shotealthdeficiencies or disease conditions.
This is something you will watchrfgourself and in youresidents.
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Key Terms (Units 4 2 7)
Unit 4

Chain of Infection:Process involved in the development of infectious disease in people.

Contaminated: ltems or areas considered to have diseaseising organisms.

HIV: Human immumodeficiency virus that causes AIDS.

Host: Plant, animal or human that harbors an organism.

Infection: Condition or disease where the body or part of it is invaded by pathogens which multiply and res

disease or harmful effects.

Infection Control: Practices which help to reduce the spread of disease. Also call Medical Asepsis.
Isolation: Practices to separate people or items especially with easily transmitted disease.

Microorganisms:Tiny living bodies that cannot be seen with the naked ege;only be seen with a microscope

Pathogen: Diseasecausing microorganismgerm.

Transmission:Transfer from one person or place to another.

Assistive DeviceAny item
(handrails, grab bars, canes,
wheelchairs) that is being used
or used in he care of a resident
to promote their safety and
function.

Body Mechanics:Using muscles
of the body correctly to make the
best use of strength to lift or
move objects.

Body Alignment: Position of the
body so it can function properly.

Transfer (gaitBelt: Webbed belt
used as a safety device when

moving a resident.

Disinfect: Preventing infection by
killing bacteria.Disinfectants are
common solutions usually
containing chlorine.

Medical AsepsisiProcedures
used to prevent pathogens from
spreadng.

StandardPrecautions: Practices
such as hand washing and glovil
identified by the Center for
Disease Control, which reduce t
risk of transmission of disease.

Sterilization: Removing or
destroying all microorganisms of

a surface.

Physical Rdsaint: Any manual
method or physical or mechanic:
device, material or equipment
attached or adjacent to the
NEAARSYy(GQa 02R3
cannot remove easily, which
restricts freedom of movement o
Y2NXIf | 00Saa |
(Federal regulatiod83.13).
PPE:Personal Protective

Equipment, such as: gown, glove
or mask.

Safety: Practices that prevent
harm or injury.
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Key Terms
Unit 5

Fever:Elevated temperature;
usually a sign of iliness.

Temperature: Measurement of
body heat.

Pulse: Pressure of the blood felt
against the wall of an artery as
the heart expands and contracts

Pulse Rate:Measures heart
beats; the number of times the
heart beats per minute.

Pulse Spot:Areas on body where
pulse can be counted or
measured.

Blood Ressure: Measurement of
the force of the blood against the
walls of the arteries.

BPM: Beats per minute.

Diastolic PressureNumber at
which the last sound is heard or
lowest number when blood
pressure is measured.

Systolic PressureNumber at
whichthe first sound is heard or
highest number when blood
pressure is measured.

Hypertension: High blood
pressure; greater than 140/90.

Hypotension: Low blood
pressure; lower than 90/50.

Bradycardia: Pulse rate under 60
beats per minute (bpm).

Tadycardia: Pulse rate over 100
beats per minute (bmp).

TPR:Abbreviation for
temperature, pulse and
respiration.

VS: Abbreviation for vital signs
which are temperature, pulse,
respiration and blood pressure.

Expiration: Breathing out air.
Inspiration: Breathing in air.
Respirations: The process of
breathing; the exchange of gass
(oxygen and carbon dioxide) in

the lungs.

Cannula: Plastic prongs placed i
nose to deliver oxygen

Hypoxia: Lack of oxygen in the
body tissues.

Route: Method
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Key Terms
Unit 6

Activities of Daily Living (A)a Daily activities
necessary for people to complete basic needs suq
as hygiene, eating, eliminating and moving.

Perineal CareBathing or cleansing the area of the
body which includes the genitalgroin, and rectal
areas. Usually called parare.

Friction: Rubbing against the surface.

Hygiene: Methods of preserving health. Usually refe
to keeping the body clean.

Lesion: An opening or sore in the skin.

Pressure Ulcers (or Decubitusiny lesion caused by
unrelieved pressure that results in damage to the
underlying tissue(s). Although friction and shear arg
not primary causes of pressure ulcers, friction and
shearing are important contributing factors to the
development of pressure wes.

Dependent: Relying on others, needing assistancg
from others.

Paralysis:Loss of function (sensation of movemen
usually of an extremity (arm or leg).

Shearing: Force of the skin over the bone when th
bone moves but the skin stays atipt of contact.

Podiatrist: Individual who specializes in the care
the feet.

Colostomy:Opening into the large intestine. The sto
will be formed or semi formed.

Gastrostomy: Opening into the stomach.

lleostomy: Opening into the small intelste. The stool
will be liquid.

Ostomy: Surgical creation of a stoma.

Tracheostomy:Opening into the windpipe (trachea) i
the neck.

Ureterostomy: Ureter tube taking urine from the
kidney is attached to the surface of the skin.
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Key Terms
Unit 7

Progressive Mobilization:Process that builds on
I QGAGAGE atSLlA 6KAOK A

Rehabilitation: A process in which the resident is
assisted in reaching their highest level of ability
physically, mentally and emotionally.

Restaative Care:Nursing care that is planned to
LINEY23iS NBaARSyidiQa KSI
their independence as possible.

Body Alignment: Correct positioning of the body for
good posture, comfort and the best functioning for a
body systems.

Execise: Physical activity or series of specific body
movement designed to strengthen the body or parts
the body.

Range of Motion:Moving body joints through their
normal motion.

Atrophy: Decreased in size and strength.

Contractures: Shortening ocontraction of a muscle.
May be due to spasms or paralysis.

Ambulate: To walk or assist the resident to walk.

Adaptive Equipment:ltems such as eating utensils
which are altered to make them easier to use by
residents with functional limitationgAlso called
assistive device).

Transfer: Move from one surface or place to
another.

Hemiplegia: Paralysis of one side of the body.

Quadriplegia: Paralysis of all four extremities and the
trunk.

Paraplegia:Paralysis (loss of sensation or volanyt
movement) of lower part of body and both legs.
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Time to Journal

Rationale:
Journaling is the practice of writing things down. When you are a CNA, you will be required to make
notes on residents, journaling will give you an opportunity to praaticing this.
Writing down goals helps you to be aware of how you are progressing. It is also a way to see how your
first day of journaling comparés your last day of journaling.

Question of the Day:

List three good things that happened to you &yd (This is to help create a positive self image. i.e. got to
Oflaa 2y GAYSSEI RARYQO NUzy 2dzi 2F 3l a 2y GKS gl @

AND

How do you feel about the job functions of a CNA? Do you still want to become a CNA after learning all of
the dutie®?

OR
Il 26 RAR (2RIeQa Oflaa YIS @&@2dz ¥FSSfK
OR

Ly &iNHZOG2NRE vdSadAazy 2F / K2A0S$
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Session6
Instructor
Materials
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Check In Process

Directions:
e Pass theCheckn sheet around
e Put your name, the date and time in the spaces provided
e Your instructor wilkeep all theCheckn sheets in a folder marked with the class date. These can be used
to keep track of your attendance for counselors or referrals for employers

Name Date Time

©Workforce Development, Ine PreEmployment Healthcare Academy Curriculum Guide



Small Group Activity with Flash Cards - Instructor

1. Have students break up into groups of two or three.
2. Using the flash cards they have created, have them quiz each other on Key Terms and Abbreviations.

3. Remember to have students change roles.
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Session 7 Lesson Pan

Materials:

Check In Process

Quizll (A) or Quiz Il (B)
Communication in Healthcare
Working withDifficult People
Communication Activity

Time to Journal

Equipment/Supplies:

Easel/whiteboard and markersinstructor provided
3-Hole punchg Instructor povided

Spiral mtebook¢ Student provided

2 Pencilg, Student provided

1 Peng Student provided

Flash ards¢ Student provided

3 Hours
Style Time Activities
V,K 5 minutes| Check In Process
V,AK 30 minutes| Quiz Il
V,A,K| 30 minutes| Communication in Hdtncare
V,AK 15 minutes| BREAK
V,A K| 60 minutes| Difficult People
V,AK| 30 minutes| Communication Activity
V,A,K 10 minutes| Time to Journal
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Session’
Student
Handouts
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Quiz Il (A)

Multiple Choice: Write the letter of the best answer in the space pvaled.

1.

Infection

a. Practices which help to reduce the spread of disease. Also called Medical Asepsis

b. Condition or disease where the body or part of it is invaded by pathogens which multiply andmresult
disease or harmful effects

c. Tiny living bodieshtat cannot be seen with the naked eye; amiy be seen with a microscope

d. Disea&ecausing microorganisms; germ

Pulse

a. Pressure of the blood felt against the wall of an artery as the heart expands and contracts
b. Measures heart beats; the number afites the heart beats per minute

c. Areas on body whereysse can be counted or measured

d. Measurement of the force of the blood agat the walls of the arteries

Tracheostomy

a. Surgical creation of a stoma

b. opening into the stomach

c. opening into the windpipe (achea) in the neck
d. Opening into the small intestine

Friction

a. surgical creation of a stoma

b. rubbing against the surface

C. an opening or sore in the skin

d. Individual who specializes in the care of the feet

Hypertension

a. Pulse rate under 60 beats pminute(bpm)

b. Low blood pressure; lower than 90/50

c. Pulse rate over 100 beats per minute (bmp)
d. High blood pressure; greater than 140/90

Body Mechanics

a. Using muscles of the body correctly to make the best usérefgth to lift or move objects

b. Webbed belt used as a safetlevice when moving a resident

c. Position of the bdy so it can function properly

d. Any item (handrails, grab bars, canes, wheelchairs) that is being used by or used In the care of a resident
to promote their safety and function
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Quizll (A)¢ Page 2

7. Chain of infection
a. ltems or areas considered to have diseas@ising organisms
b. Practices to separate people or items especially with easily transmitted diseases
c. Transfer from one person or place to another
d. process involved in the delopment of infectious disease in people

8. Temperature
a. Beats for minute
b. Measurement of body heat
c. Elevated temperture; usually a sign of illness
d. Pressure of the blood felt against the wall of an artery as the heart expands and contracts

9. Ostomy
a. Surgical creation of a stoma
b. opening into the stomach
C. opening into the large intestine
d. an artificial opening between a body cavity and the body surface

10. Paralysis
a. Relying on others, needing assistance from others
b. Loss of function(sensation of movemt), usually of an extremity (arm or leg)
c. Individual who specializes in the care of the feet
d. force of the skin over the bone when the bones moves but the skin stays at point of contact

11. Standard precautions
a. Preventing infection by killing bacteri@isinfectants are common solutions usually containing chlorine.
b. Procedures used to prevent pathogens from spreading
c. Practices such as haméhshing and gloving, identified by the Center Diseases Control which reduces the
risk of transmission of disease
d. Removing or destroyingll microorganisms on a surface

12. Safety
a. Practces that prevent harm or injury
b. Procedures used to prevent pathogens from spreading
c. Removing or destroyingll microorganisms on a surface
d. Personal Protective Equipmersuch as gan, gloves or mask

13. Respiration
a. Measurement of body heat
b. The process of breathing; the exchange of gases (oxymgtcabon dioxide) in the lungs
c. Pulse rate over 100 beats per minute(bmp)
d. Measurement of the force of the blood aigpst the walls of th arteries
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Quiz Il (A Page 3

14. Perineal care

Bathing or cleaning the area of the body which includes the genitals ( externaigsess), groin and

a.
rectal areas
b. An opening or sore in the skin
C. opening into the stomach
d. daily activities necessargifpeople to complete
15. Host
a. Diseasecausing microorganisms; germ
b. Transfer from one person or place to another
c. Plant, animal or human that harbors an organism
d. Human immunodeficiency virus that causes AIDS

Write your answer on the blank line.

16. ADA

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

AM.

C.Cc.

C/O

HOH

h.s

Ht.

0]0]:=]

0.S

p.c.

oT

Na

h/hr.

w/C

PROM
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Quiz Il (B)

Multiple Choice: Write the letter of the best answer in the space provided.

1. Using muscles of the body to make the best use of strength to lift or mbjeets is called:
a. Body alignment
b. Body mechanics
c. Assistive Device
d. Safety

2. Procedures used to prevent pathogens from spreading is called:

a. Isolation

b. Safety

c. Medical Asepsis
d. Infection

3. A Plastic prongs pladen nose to deliver oxygen is:

a. cannula
b. oxygen

c. Route

d. Inspiration

4. Lack of oxygen in the body tissues is called:
a. Hypertension
b. Hypotension
c. Hypoxia
d. Tachycardia

5. An opening into the large intestinhe stool will be formed or semi forméds called;
a. Stoma
b. Ostomy
c. Ureterosbmy
d. Colostomy

6. Preventing infection by killing bacteria is:

a. Infection
b. Disinfect
c. Contaminated
d. Pathogen

7. The process that involved in the development of infectious disease in people is called:
a. Chain of infection
b. Contaminated
c. Disinfect
d. Host
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8. A pulse rate over 100 beats for minutes (bmp) is called:
a. Hypertension
b. Hypotension
c. Bradycardia
d. Tachycardia

9. Measurement of the force of the blood against the walls of the arteries is:
a. Pulse
b. Respiration
c. Blood pressure
d. Tenperature

10. The force of the skin over the bone when the bone moves but the skin stays at point of contact is:
a. Stoma

b. Shearing
c. Lesion
d. Hygiene
11. An opening or sore of the skin is called:
a. Friction
b. Lesion
c. Opening
d. Stoma

12. The methods of preservingehlth. Usually refers to keeping the body clean is called:
a. Friction
b. Activities of Daily Living
c. Hygiene
d. Paralysis

13. Ureter tube taking urine from the kidney is attached to the surface of the skin is:
a. Ureterostomy
b. Stoma
c. Ostomy
d. Tracheastomy

14. Any lesion caused by unrelieved pressure that results in damage to the underlying tissues is:

a. Shearing

b. Lesion

c. Pressure Sore
d. Podiatrist
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15. The measurement of the number of times the heart beats for minute is called:

16.

17.

18.

19.

20.

21.

©Workforce Development, Ine PreEmployment Healthcare Academy

a. Pulse

b. Pulse rate

c. Pulse Spots

d. Route

Right eye

a. OD

b. O.S

c. O.U

d. RE

0]0]=]

a. Out of room

b. out of bed

c. breathing

d. lefteye

B&B

a. twice a day

b. Bowel Movement
c. Bowel and bladder program
d. Blood pressure
M

a. Medications

b. Myocardial Infarction
c. Complants of

d. Intake

g.o.d

a. every day

b. every four days
c. every other hour
d. every other day

Immediately
NOW

IM

Stat

R

aoop
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Quiz Il (B, Page 4

22. Stand by assist

a. SBA
b. SBY
c. SAB
d. ASA

23. Treatment
TT
Tx

aoop

25. Tende Loving Care

a. TL
b. TLE
c. TLC
d. TCL
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Communication in Healthc are

There are three basic elements to the communication process; you need all three for effective communication.

e Sender
e Message
e Receiver

Good communication is the exchange of informatiexpressed in a way that the receiver understands the
information the way the sender intended.

Communication is essential in the care of residents, as it allows the nursing assistant to make observations, and
monitor the progress of the resident.

Make sue the message was received correctly by asking for feedback or an answer to the question. If the
resident does not respond, the nursing assistant may have to repeat the message.

I 2YYdzy AOF A2y R2SayQi aidz2L) 6A 0 KOLKBIZNBGEM RS ydixld Kk ai KK
family, the other nursing assistants, the charge nurse, and the other staff in the nursing home.

Communication can be verbal or spoken and it can be nonverbal. An example of verbal communication is saying,

G1 Stf23KlaaNth K2R Oha @2dzNJ | N FSStAy3a (G2RFe&Ké

Communication can also be nonverbal. This communication is sometimes called body language. If you stand in a
LISNE2Y Q& NB2Y FyR GFL) @82dzNJ F223G 2L¢I h! ¢ aleAy3da | g2
WITHOUT ever saying a word.

Listening is one of the most important parts of communication. Follow some basic rules for good listening.

1. {021 GFrEt1Ay3T artdkingl yQi ftAa0Sy AT &2dz

2. tdzi GKS Gt 1SN G ST sichhsedRapyim@aur faotiThis/sBnhdsite inéssageXiuaNI | N
you are really not listening

3. Show that you want to lisn. Look and act interested; ugeod body langage.

4. wSY2@S RAAGNI OGA2yad 52y Qi R22R{E{Sz GFrLl €221 i

5. Empathize; try and put yourselfinKk S NBaA RSy (i Qa akK2Sao

6. .S LI GASYOGdT AG YIe@ 0S KFENR F2NJ NBaARSyida G2 02YY

7. Hold your temper; an angry person can get the wrong meaning from the words.

8. 52y Qi FNBdsST | ydzZNAEAY3I laaradlyd ySOSNI g2y |y | N

9. Ask questios;this is part of the feedback process. akk sure you understand.

10. Maintain eye contact
11. Speak clearlysome residents are losing hearingowiwant to make sure the message has been heard.
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Communication in Healthcare Page 2

Remember the resident i$i¢ most important person in the nursing home.

e Call the esident by their preferred nam& 2 y Qi Ol f f (GKSY GK2ySeX oloex

¢ Spend time with the patient and family

e Listen to what they have to say

e Speak in a kind and respectful way

e AnswertheirgzSaidAz2ya AF &2dz Olyo LT &2dz Oy Qi | yagSNJ

e '3S 02Re fly3da 3IS (KIG aK2¢6a OFNRAY3I YR jBalLISOl ¢
spending time shows caring. Do NOT cross your arms, tap your feetwosier signs of being hurried.

¢ Communicate with patients that are in a coma or unconscious. Do NOT treat unconscious patients
different from those that are awake and alert. Do NOT ever say anything that you do not want the
patient or resident to hearHearing is the last sense to remainithe end of life.

There are also barriers to good communication; these can be:
1. Not listening

Background noise

Talking down to the person; talking in baby talk

Avoiding eye contact

Appearing busy, or in a hurry

Makingjudgments

Not acknowledging the person you are speaking to

Giving false hopes, or reassurances

. Speaking in a language other than the residents primary language

10. Occupational jargon

11. Tone of voice

©CONIIORWN

There may be physical barriers to communication as well; Aagresome things you should watch for:

Vision Impairments:The resident may be blind or have decreased vision in one or both eyes. In this case the
NEBaARSYy(d Aa dzylofS (G2 aSS GKS ydzZNEAY3 | aaA&ofthg 1 Qa o
tone of voice that they use when speaking to the resident.

Hearing Impairments:The resident may be deaf or have decreased hearing in one or both ears. In this case the

nursing assista must use good body language aspkak in a clear voicedimg the resident, as some residents
read lips.

Aphasia: This is the loss of speech or the ability to connect words or ideas. There may be patrtial or total

loss of speech. Usually aphasia is caused by damage to the brain tissue. Nursing assistants mu
be patient with the resident who has aphasia, listening carefullyeifréisident is trying to speak.
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Working with Difficult People

Unless you are among the luckiest people in the world, or you are totally free of all relationships in the real world
you have to cope with difficult people in the course of your work.

Difficult people are everywhereSome are habitually late for worlCustomers are often rudeCoworkers can be
abusive and uncooperative as they guard their tthers may goof défleaving you to pick up the slackhere
are bosses who consistently make unreasonable demands and never have a kind word to say.

Don't waste your time searching for a paradise where there are no difficult pedple wise, truly ambitious job
seeker pends his or her time figuring out how to manage these relationships so that they don't become
roadblocks to personal progress.

Once you find a job in healthcare you will be working with people all day; these people willinmlars,

residents, familyyisitors, doctors, etc. Getting along with these people is part of yourljdb.natural to get

along better with some people than otherforexample: some people rub you the wrong way, other seem to

complain all the time, and it may seem like othéake pleasure in giving you a hard timemay seem to some

GKFG GKSAaS LIS2LX S INB GRAFFAOdzZ (€3 o0dzi o KIWdsuayz 6S N
LIS2 LX S I EEhendhegetThAih® wzfy dfhat we want or need tao. For example you have just told a
co-worker that you will be taking your lunch break when she asks you to help her transfer a resfdenave

transferred this resident many times by yourself, and you are irritated because this is taking time awggdirom

lunch break. You help the amorker but are mad because she is being difficult!

STOP AND THINKis youropinionthatthiscog 2 N SNJ Aa aSAy F—=Sr == Sda S
Would you still think this cs 2 N] SNJ 6 SAy 3 GRAFFAOMA ( CKAY T F0o2dzll g 5K
and herdoctor told her to always have help when transferring resid@nts people in your life, now
Take a minute and write down all the words you can think of to describe a | Write down all thewords
difficult person. you can think of to
describe them
How easy was thatFor mostof us,it is very easy to pick out what is wrong with
someonerather than find the good.Remember that it takes more energy to be
negative than it does to be positive.
Think2 ¥ | aAddzr GA2Yy 6KSNB &2dz GK2dzaAKI 0SAYy
found out that something else was going dVrite your thoughts below.
WSYSYOSNI GKFG OFrtfAy3d az2YS2yS aRAFTFAOMA G¢ Aa | YEdd
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Describing Difficult People
Did you come up with any of the folldwy’ 3 g2 NR& (G2 RSAONAROGS GKS AGRAFTA O

e Demanding e Sarcastic

e [rritable e Hostile

e Nasty e Uncooperative
e Rude e Angry

e Aggressive e Complaining

e Depressed e Pushy

e Abusive e Mean

e Scary e Argumentative

Try to think pogively about all your residentsnd @-workers. It may bedifficult, but try to think of three things
that are good about each person you think is difficUlity to think of those things when you are working with that
person.

Now write down three qualities you have that make you easgebalong 1
with. > :
Why Are Some People Difficult? 2.
We are all individuals, with our own likes and dislikes, personal habits, and
ways of communicatingSometimes it seems that some people have a hard
time getting along with others. Remember there mayrbasons for this: 3

e Recovering from stress or tragedy

e Scared

e Suffering from an illness

¢ Dealing with a disability

¢ In pain, all day every day

e Feeling lonely, or depressed

e Taking medications that make them act differently

Be Careful Who You Call Difficult
Remember rumors are one of the worst things you can start at work!

STOP AND THINKnagine thisyou have been assigned to work with a new resigd&fdry. Yesterday a co

worker who worked with her was telling you during brebkt Mary was rude, meargnd uncooperative.Today,

Mary is on your assignment shee® dz K| @Sy Qi S@Sy YSi alNE |yR &2dz I NB
hard time. You may not even want to work with Mary because of the rumd¥dl this affect the way you treat

Mary? It is best to avoid rumotrsMary might have been scared or in pain yesterdaythe other nursing

assistant may have been having a bad day herself.
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Explain what you would do in the STOP AND THINK situation:

AggressivePersonalitiesg

People wih aggressive personalities may be loud, rude, bossy, and sometimes intimidating. Aggressive people
may also tend to interrupt othersmstead of listeningmake sarcastic remarks about othegand too close, stare,

or glare When talking, they may point or shake their fingers, raise their voicepmplain a lot.

A person with an aggressive personality may seem too concerned with their own needs asdamamot seem
to care at all about others.

2 KFG YF1Sa GKS |33aNBaargdsS LISNB2Y GRAFTFAOLL (¢ K
¢ Theymaydemand a lot of your time
e Theymaybl YS &2dz 2NJ 20KSNRArfauR NJ 6 KAy3a GKFIG FNByQid @
e They mayny to control the situatiorand your behavior
e Theymayat @ (GKAy3a fA1S daez2dz fgleaxé 2N aez2dz ySOISNX
e They nay tryto put you down to make themselves feel better
e They mayty to start arguments by saying hurtful things
e They nay bestubborn about their scheduland activities

How should you communicate with aggressive person?

Stay calmaggressive people will try to upset yoiihey will try to control the situationRemember, no one can
make you feel bad unless you let them.

5 2 y QafraicdbtdSstand up for yourself, bumake sure you do it respectfully.
Try tolistento what the person is really sayingor example if John is complaining all the tintkeat the food is

cold, try asking him if he needs help with anythidghn may not know how to ask for helpry to stay calm,
smile, and relaxRemenber,A ¥ &2dz FRR Fy3ISNJ (2 (GKS NBaAARSyidQa 7T NHza

©Workforce Development, Ine PreEmployment Healthcare Academy Curriculum Guide



Working with Difficult Peopleg Page 4

Passive Personalitieg

People with passive personalities may tend to be quiet, agreeable all thedimapplogetic for thingsttat are

not their fault. They may also be intimidated by others, shy or scafakssive people may tend to avoid speaking
dzLJ 2NJ £ S 20KSNE YI 1S RSOAaA2ya T2N (K& Way also& e  YI &
ashamed of themselveayoid eye contact, and allow others to be rude.

Passive people may seem to be concerned with otl#& 2 LifecklS) Sometimes feel silently overwhelmed, and
R2y Qi 380G GKSAN)I 26y ySSRa YSio

2 KFG YF1Sa LIaargsS LIS2LX S GRAFFAOML (€K
e They may blame others for erything, but never change the situation
e Theymayw dGS GAYS o0& y2i I ail A yhveTodhythe fledsingpéhee Yy SSRX
e TheymayBLISOG 20GKSNA (G2 NBIR GKSANI YAYRZ 2N 2dAad ai
e They may hve troubke making decisions, even little ones
e They mayalk negatively about people behind their backs

How should you communicate with a passive person?

Ask operended questions For example & 2hat was your daughter liké?Not> ody@u like peas?5 2 y Qi@ a Gl y
over a passive person; this may make them feel scared, or shy. Praise passive people when they stand up for
themselves.Help them make decisions by givithgm choices and informatian For exampleask a resident if

theywould like the green blouserahe red sweater Tell them it is a bit chilly today Hopefullythey will choose

the sweater.

Tips for Dealing with Difficult People

e Since you spend so much time taking care of your residents, their negative behavior is often directed at
you. Trynot to take their comments or behaviors personally.

¢ Rememberit is only your opinion that someone at work is difficul.person who seems difficult to you
may get along fine with everyone els@r, you may get along great with a resident that no onseel
seems to like to work withSometimes it is all about personality.

e Try hard not to oveeact when dealing with a difficult persomsk yourself s thit really worth fighting
aboutk €

¢ When you work with someone who has given you trouble in the pasgrid make a fresh start every
day.

e Tell your resident what you are going to do before you dd his will decrease the chance that they will
react negatively.

e |If someone is yelling or crying, try standing still, looking at the person, and waititigefarto calm down
before youtalk.

e If a person is yelling or crying in an area that is very linsasking them to move to their roorspas to
not disturb others.Let them ventand listen.
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e Remember,lhere my bemanyNS I 42y a F2 NJ | . Nistohtte Snfeltr@isibetmBoKis oA 2 NJ
intendedto make your life miserableThey may be feeling sick, on a new medication, or depressed.

e Be patient with your cavorkerstoo; R2 y Qi G 1 S S @S FuBakampleyed? dzISINEE2 yo K Af £&
and he doesiotrespond Youmayi KA Y1 d¢2Y A& KYIGR RIA Rhe YeSlifRBogIaI § 2
GKFG ¢2Y RMDb&guseihe jgsBdotddme Badmews from home.

e RemembertKS 2f R NMzf S 2 tFeally datkg. li tenyisthot lody erib&gif dsriyouount to
twenty. Do this when you are dealing with a difficult resident or coworkéyou count before you
answer or talk with them, youresponsewill probally sound much more professional

e 5 2y Qi otherls fo 2oatrol your moodsCome into work happy, and tell yourself that you are not going
to let others make you madGive yourself a pep talk if you have to work with a difficult persior
exampledL Y NBIFIR& FT2N ddkavayz2ii ARy R MThisRstb&t& thantiziJa Sk £ ¢
a I & Xy Bhatdithis job t is terrible working for these rude residergsYour happiness may help
others be happy!

e 52y Q0 ¢l aidsS @2dz2NJ SySNHe (iNBAy3 (2 OKchafigeBowhdsi2 LI S
react to them.

e Watch your body languagef you tell someone you are listening, but yow éooking ata cligboard, the
resident will know you are not listening.

Conditions that Cause Behavior Changes

e COPLxa lung disease that may prent the brainfrom gettingenough oxygen. This could make a person
anxious or agitated

¢ STROKEcancause damage to the brain, causing a change in your resdeetsonality

¢ URINARY TRACT INFECT@NnNfection in or near the bladdéinat maycause confsion or agitation

e PAINcIf a clientis in a lot of pain they may become frustrated, and lash out at those who care for them

e 59a9bc¢L! g Iyhilelvaylraed pwefsdn can sometimes become violent in the middle stages
of the disease (and the midd&agescan last for years)

¢ BRAIN TUMO&n abnormal growth can cause a personality change, depending on the location in the
brain

e SUBSTANCE ABl4S#tohol or drugs (prescription or not) may make a person combative, or violent
¢ DREPRESSION or MENTAL ILIcNE®8son may not be thinking clearly, and may get easily frustrated
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Seven Types of Difficult People in the Workplage

1. HostileAggressiveThe bullies?2 Ndalking time bombg who throw tantrums and try to "mscle" their
way through.

2. Complainers:They gripe incessantly, but never try to make things better.

3. Silent and Unresponsiveéthey only answer, "yeah," "nope," or just grunt and stare.

4. SuperAgreeablesVery likable, outgoing people who will agree to tiniiyg, but rarely produce what they
promise.

5. Negativists:For them, "It won't work, it's impossible." They are always complaining; always ready to
criticize everything about the job; always gossiping.

6. Knowlt-All Experts:These are superior types who warou to know how smart they are and to realize
how incompetent you are.

7. Indecisives:They wait for someone else to make the decisions; if they do have to decide, they want to
wait until everything is perfect. If things go wrong, someone else is at fault.

Ten Ways to Deal with Difficult People in the Workplage

Here are 10 common sense suggestions that should help in dealing at the workplace.

1. Recognize you are not "just being negative and difficult" yourself when you acknowledge the reality that
the world is brim full of difficult people.

2. Keep your eyes on your personal godan't let hardto-get-alongwith people become a personal issue.
Put them in the proper perspectivel.hey are not your personal problem unless they hold back your
progress.

3. Youdon't have to like a person to get along with him or h#&orking relationships are not like marriages.

They are transient connections in the process of reaching your objective.

Recognize you can be difficult, too.

Try to understand why difficult peopleeadifficult. Are they always hard to get along with, or just on

those "bad days" everyone, including you, has?

Be big enough to accommodate the difficult person, up to a point

When you do have to butt heads, be firDon't argue.Don't get personal State your case and move on.

Be ready to let the difficult person back off the limb he has gone out on.

8. However, try as you might, there may come a time when it makes common sense to recognize that some
relationships are too difficult to live withGoto your boss, explain the situation and ask him to resolve it
by moving you to another position away from the troutnieaker or by correcting or removing that
person. Keep in mind this can backfire unless you are clearly in the right.

9. Finally, if you havenade your best effort along the lines discussed here and the difficulty still exists and it
is hurting your personal life and career, you h&wvenake achoice. Learn to live with it, or leave for
another position.

10. Keep ilmmind; however, there will be difcult people wherever you go. You'll have to deal with them or
surrender.

a ks

No
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Difficult People Quiz

1. Difficult people are often:
a. Women
b. Scared
c. Old
d. Men
2. Must people with disabilities are violent?
a. True
b. False
3. A person who gets alongeat with a difficult resident is a difficult person too.
c. True
d. False
4. To get along with a Difficult eworkers, you should:
a. Get offended
b. Letthem yell at you all they want
c. Stay calm and listen
d. Blame them, to get them fired
5. Passive people argreat to work with because you can get them to do all your work.
a. True
b. False
6. Aggressive people may:
a. Blame others
b. Expect you to read their mind
c. Beshy
d. Avoid decisions
7. {GNRP1Sad YR {dzoaidlyOS |06dzaS OFly Ol dzaS I NBAaAARS
a. True
b. False
8. If you yell louder than the person yelling at you they will probably listen to you.
a. True
b. False
9. You have to like everyone you work with.
a. True
b. False
10. Body language is important when dealing with a difficult residentpexarker.
a. True
b. False
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Communication Act ivity - Case Study

Mary, a nursing assistamt a longterm care facility had received a note from Sue Johnson, who is one of nurses

in charge.The note requestethat MaryO2 YS (2 { dz§8Q& 2 T Folm@h8 Gafetérigdt 0o | & | O
talk aboutMaryQa LJ Iy (2 02y livkeyidady/ KBINIDIS RdzO ki (i § Bab@rgthatBueA OS T 2
had decided omer scholarship.

2 £ 1Ay 3 Ay iMarydotiz&dae sitifgBtthé 8esk, eating lunch #lking on the phone Mary

stepped into the roomsat down and waited for Sue to finish her telephone conversatidihen Sue finished

talking she resumed eating her lunch, while explainindg/tary the decision she made abotlie scholarship.

Mary waited for a break in the conversation so she could talk to Sue about her concerns, but the noise from the
OF FSUSNAI = | y RtdiffidiSi@pay afidntior ty\#hat Blie R&s sayingfter one more phone call

and two interruptions from cavorkers, 8e was ready to end the conversatioWary stood up, frustrated that

she had been unable tshare her concerns witBue. Mary decided that she would have to schedule a quieter

time to talk to Sue.

1. Identify the barriers to effective communication frometltase.

2. List possible solutions to provide for more effective communication.

3. What would you have done in this circumstance?
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Time to Journal

Rationale:
Journaling is the practice of writing things down. é&fityou are a CNA, you will be required to make
notes on residents, journaling will give you an opportunity to practice doing this.

Writing down goals helps you to be aware of how you are progressing. It is also a way to see how your
first day of journalig comparego your last day of journaling.

Question of the Day:

List three good things that happened to you today. (This is to help create a positive self image. i.e. got to
Oflaa 2y GAYSSEI RARYQO NUzy 2dzi 2F 3l a 2y GKS gl @

AND

Why do you think communication is essential in a healthcare environment?
OR

Describe a situation where you had to deal with a difficult person. What did you do?
OR

Il 26 RAR (2RIFeQa Oflaa YIS @&2dz ¥FSSfK
OR

Ly &iNHZOG2NRE vdzSadAazy 2F / K2A0S$
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Check In Process

Directions:
e Pass theCheckn sheet around
e Put your name, the date and time in the spaces provided
e Your instructor will keep all th€heckn sheets in a folder marked with the class date. These can be used
to keep track of your attendance for counselpos referrals for employers

Name Date Time
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Answers z Quiz Il (A) and Quiz Il (B)

There are two quizzgQuiz 1l (A) and Quiz Il (B)]case a stdent needs to reake a quiz.

N
N

29. Wheelchair
30. Passive range of motion

NN
> w

Quiz Il (A) Quiz Il (B)
Answers Answers
1 b 1. b
2. a
3. c 2. C
4. b 3. a
5. d 4. ¢
6. a
7 d 5. d
8. b 6. b
9. a 7. a
10.b 8 d
11.c
12.a 9. ¢
13.b 10.b
14.a 11.b
15.c 12
16. American Dietetic Association €
17. Midnight to noon 13.a
18. Cubic Centimeter 14. ¢
19./ 2YLX FAyGa 27F ) 15 b
20. Hard of hearing '
21. Bedtime/hour of sleep 16.a
22. Height 17. b
23. Out of bed 18. ¢
24. Left eye
25. After meals 19.b
26. Occupational Therapy 20.c
27. Sodium 21. ¢
28. Hour
.a
b
b
c

N
o
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Answers - Difficult People Quiz

Difficult People Quiz
Answers
1. b
2. b
3. b
4. ¢
5 b
6. a
7. a
8. b
9. b
10.a
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Session 8 Lesson Plan

Materials: Check In Process
Decision Making
Time to Journal

Equipment/Supplies: | Easel/whiteboard and markersinstructor provided

3-Hole punchg Instructor provided

Spiralnotebook¢ Student provided

2 Pencilg, Student provided

1 Peng Student provided

Flash erds ¢ Student provided

Colored Paper strips {8 different colors) for creating groups for Decision Maki
Activity #1 (1 strip per student)Instructor provided

3 Hours
Style Time Activities
V,.K 5 minutes| Check In Process

V,A,K 75 minutes| Decision Mking

V,AK 15 minutes| BREAK

V,AK| 75 minutes| Decision Making (continued)

V,AK 10 minutes| Time to Journal
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Decision Making

OBJECTIVEohelp those participating see hogecisions arenade:
e In very small or large ways

Evey day, in many, many ways

They have an impact on others in the world

They can have major impact on our career, families, etc.

Decision making happens in a very fpated manner, and it happens with no rhyme or reason, and also
when you least expect it

DEOA&AR2Y YF1AYy3I A& y2i Ffolea (G2 @2dNJ fA1AYy3 2NJ 2
e OTHERWA¥S2 2dz OFy 3ISySNI GS &2dNJ 26y (K2dzaAKEaX

ACTIVITY #1GROUPHECTION
1. Asstudentsarrive, you can have theselect a colored paper strfpom your table
OR
They carchoose asat where colored strips of papare already laid out

2. Oncestudentsare seated, ask them toick up their belongings and sit in groups according to the color of their
paper strip.

3. Once this is done, have thethoose a leader in the grouRo not givehem more than one minute to do
this.

OBSERVATIONow does a peson make decisions KSy (G KS@& R2y QlHoygozhgy makeS NI
RSOAaAz2yak 5AR (KS®& OK?22ad Becduse beyfikedN®? 6 aSR 2y | T

4. Immediately, ask the grouw choose a team nameGivethem20 YAy dzi S& 62 NJ f Sa & X RS LIS
group)

5. Write the team names on the board.

Facilitator: Discuss how the name was chosen, who had input, 8@1eone had to take charge and group
consensus (decision making) hadhappen quickly.

OBSERVATIONHow do they handle a group decision with little or no warningypo takes charge?
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ACTIVITY #2: DECISI@QNBRGE OR SMALL
1. Ask the group to think of all théecisions they have made from the tithey opened their eyes until arriving
in the classroom.

Facilitator: LIST on board(To get up or not, what to wear, what to eat or not, what routeaée to class,
etc.) Discuss. Things to consider:

1. Did others influence these decisions?

2. Howdidth&a S RSOA&A2Yy & I FFSOG GKS 2dzid2YSK 9GOX

Facilitator: Ask that the group leader now must choose someone from their team and movédizenaw
team to their left. THIS MUST BE DONE IN 30 SECONDS.

RATIONALEHow do they handle an uncomfortable d&on, where some power is involved?

ACTIVITY #3: DECISI@QNISFLUENCED BY THE ROLE YOU PLAY
1. Ask the group to give you a list of all the roles they play in their day.

Facilitator:LIST on boardimom, dad, daughter, son, uncle, aunt, student, teag friend, parent, etc.)

Things to consider:

¢ Number of children, ages of children

e Single parent or not

¢ Where do their parents live? How much do they need to do/choose to do for their parents, etc?

Facilitator: Discuss how the decisions they makealaily basis are also influencbkd the
expectations/needs, etc. of the other important people in their world. Discuss how their role (paivibaht
friend-friend, coworker-supervisor, etc.)

impacts their decisions.

RATIONALEDo they recognize thaheir decision making is often influenced by others?

ACTIVITY #4: DEFINE WHAT WE ARE TALKING ABOUT
Facilitator: Put theDECISIOMNEefinition overhead up (or provide as a haadt for the class)
5A40dzaad K2g 2S0aidSNNa& RS Fpegfsioliohrdivgs. 2F GRSOAAA2YE AYLI

arz2y FOUADAGASE ¢S KI @S it NBIRE

>x

1. [221 +Fd GKS RSO

S 2F (GKS 062 NRX{1SSLI GKAa ftAad

pul;

A

QX

Facilitator:[ A& 2y GKS
*Choose a color/seat
*|dentify decision you made before arriving in class
*|dentify the roles you plan and how decisions are influenced by these roles
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ACTIVITY #5: SURVIVAL TEAM
Facilitator: Ask each team/group leader to come up and get a workshedt.thesleader to choose a person in
their group to record information for the team and to give the worksheet to that person.

Facilitator States:NEXT, your team is going to be sent to a deserted island for an entire year. You will be there
with your teammembers. When your team is left on this island, | will also leave with you enougteettiosen
FT22R& !'b5 FYLXS FTNBaAK gl GSNI F2NJ I &SFHNRa GAYS
L{YY G!' NB GKSNB lye ljdSaldAazyaKks

*NOTE: You will need to determine, in your own mind, the answers tio gcgs as,
G52 ¢S KI @S G22fakdziSyairfaks G52 ¢S KI @S FANBKE

L 5h bh¢ @2ftdzy iSSNI GKAEA AYF2NNIGA2YXLI NI 2F (KS LidzN.
GSFYKYSYOSNR gAftf Lizi Ay ifeectihdifar anéntie gebid IR ey sk, b y X g KA O
prepared for your firm decision. | usually say NO to all of the above questions.

GIVE the teams about 5 minutes to come to these decisions. NOTE: | usually leave the room at this point, and ask
a coworker to go in andust listen. What are they listening for?

Several things:

¢ Who makes decisions in each group? All or only one?

e What kind of discussion do they have about choosing their foods?

e Do some groups function independently or do they let otheugr conversations impact their decision
making?

e Didtheyaskthecd 2 NJ SNJ I 6 2dzi NXzf S& 2NJ agKIF G | 062dziX¢K

Facilitator: Returning to the group, ask each group to:
e Share their list of three things and why they chose them.
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Survival Food
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SITUATION:
LdQa !"dabdra:45 pannYou have worked 8 days without a day off. You are training in a new
CNA. You are trying to get your own work on tA&fl@or, east wing finished for the day. A-smrker
comes up and asks for help to finish the beds in the east witipdr. She is one of those people who
just rub you the wrong way. What will you do?

SITUATION:

Your job is going well. You have had foumths of successful employment. Then, your car breaks down.

LG oAttt O02aid 20SNI pPnnan (2 NBLI AN . 2dz R2y Qi gl Yy
SITUATION:

A coworker asks you to punch her out and she leaves 30 minutes early to get home to her¢husban
before he leaves for work. She has asked three other women to do this in the past month. What will you
do?

SITUATION:
You are at work, on break. One of the nurses asks you to tell her what happened yesterday on your
AKATUX0odzi &KS @&lzi didiin aisgecific gitRation.g\ViKhatiwill you do?

SITUATION:
You have been working atcare centefor two months Your child becomes ill and you cannot find
ANYONE to do childcare. You call in and tell your supervisor YOU are sick.

SITUATION:
You love your job. You enjoy your-amrkers, the residents, and the pay and hours are wonderful. While
workingwithaces 2 NJ] SNJ 2y S RI &3 (GKS& &fAL) I FAIdzNEhgtS FNR°
will you do?

SITUATION:

Same situation asta2 @S X S E O Snladler tikiksS $20 2lollar bill from the bedside table of a resident.
What will you do?

SITUATION:
You are fairly satisfied with your jolY.ou have been there sevemonths. An opportunity to move to
another shift comes up. You kngwur good friend, who has been there threeonths, is also going to
apply for the position. When your friend asks what you were doing in the personnel office, what do you
say?
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Time to Journal

Rationale:
Journaling is the practice of writing things dowWhen you are a CNA, you will be required to make
notes on residents, journaling will give you an opportunity to practice doing this.
Writing down goals helps you to be aware of how you are progressing. It is also a way to see how your
first day of jarrnaling compareto your last day of journaling.

Question of the Day:

List three good things that happened to you today. (This is to help create a positive self image. i.e. got to
Oflaa 2y GAYSSEI RARYQO NUzy 2dzi 2F 3l a 2y GKS gl @

AND
Howthis activity makes you feel?
OR
What did you like the least about the activity?
OR
Il 26 RAR (2RIFeQa Oflaa YIS @&2dz ¥FSSfK
OR

Ly &iNHZOG2NRE vdzSadAazy 2F / K2A0S$
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Check In Process

Directions:
e Pass theCheckn sheet around
e Put your name, the date and time in the spaces provided
e Your instructor will keep all th€heckn sheets in a folder marked with the class date. These can be used
to keep track of your attendance for counselars referrals for employes:

Name Date Time
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Session 9 Lesson Plan

Materials:

Check In Process

Hand Washing

Infection Control

Key Terms (Units-80)

Key Terminology Game Directions wirds
Time to Journal

Equipment/Supplies:

Easel/whiteboard and markersinstructor provided
3-Hole punchg Instructor provided
Spiral mtebook¢ Student provided

2 Pencilg; Sudent provided

1 Pen¢ Sudent provided

FlashCards¢ Sudent provided

Markers, 4 setg Instructor provided
Soapg Instructor provided

Paper towelg; Instructor provided

Nail brush Instructor provided

Sink¢ Instructor provided

Water ¢ Instructor provided
Wastepaper basket Instructor provided

3 Hours
Style Time Activities
V,K 5 minutes| Check In Process

V,A,K 15 minutes

Hand Washing

V,A,K 60 minutes

Infection Control

V,A,K 15 minutes

BREAK

V,A,K 30 minutes

Infection Control Quiz and Quiz Review

VA 30 minutes

Key Terms (Units @10)

V,A,K 15 minutes

Key Terminology Game

V,A,K 10 minutes

Time to Jownal
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Session9
Student
Handouts
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Hands, wrists, and fingernails must be dry and free of pathogenic microorganisms.

Hand Washing

Student Name:

Supplies:

Soapg Instructor provided

Paper towelg; Instructor provided

Nail brushg Instructor provided

Sink¢ Instructor provided

Water ¢ Instructor provided
Wastepaper baskef Instructor provided

SKILL

t! we¢bd
DATE INITIALS

1.

Approach the sink

2.

Turn on water

3.

Adjust the water temperature

Wet wrists and hands thoroughwith warm water, always holding hands
downward

Apply soap

Lather hand well by rubbing palms together

Wash hands using friction and rotation motion for a minimum o8RGseconds
¢ Wash palms and back of hands

e Wash fingers in rotary motion, sl between fingers

e Wash wrists in circular motion

Clean fingernails using a nail brush, or rub fingers on opposite palm to clea
nails

9.

Rinse wrists and hands well, remembering to keep hands pointing down

10. Pat wrists and hands dry

11. Turn wateroff using a dry paper towel

12. Discard all paper towels into wastepaper basket
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Infection Control

Germs

Rings hide things

Microbes cling to cracks
chapped, rough hands

Pathogens hide betweer

your fingers Jewelry hides microbes
and makes hand washin
difficult

Any abrasionscratch or
lesion on skin left
uncovered is an invitatio
for microbes to enter
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