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Introduction  
 
Produced by Workforce Development, Inc., 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 stored in a database or retrieval system, 
without the prior written consent of Workforce Development, Inc. 
 
The handouts in this document may be printed and used as long as the copyright tag remains intact. 
 
 

 
 
 

How to Use this Guide 
 
A complete Session outline is 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 yourself a copy.  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 following 3 pages ς 
 

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

 There is a list of items to counselors could review with potential Healthcare Academy students 

 On the next page, there is an example of a spreadsheet being used, with descriptions of each column, to 
follow Healthcare Academy Enrollee Data. 



©Workforce Development, Inc. ς Pre-Employment Healthcare Academy Curriculum Guide 
 



©Workforce Development, Inc. ς Pre-Employment Healthcare Academy Curriculum Guide 
 

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 from performing a nursing assistant job? 
 
4. What is your education level ς high 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 come back on the report? 
 
6. Are you on any sort of public assistance or do you get payments from programs such as Social Security or 

other disability payment, or ǿƻǊƪŜǊΩǎ comp? 
If so, do you know how working will affect your eligibility for payments? 
Are you currently 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 owe 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 

paperwork. 
 
10. Schedule person to take World of Work assessment online. 
 
 
Follow-Up Counselor Meetings: 
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 they have had on the Healthcare Academy quizzes. 
 
5. Get a copy of the statement ς Why do you want to go on to CNA training? (The student wrote the answer to 

this question in the Academy training) 
 
 



©Workforce Development, Inc. ς Pre-Employment Healthcare Academy Curriculum Guide 
 

Healthcare Academy Spreadsheet  

 
 
First Name: First name of student 

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 Healthcare Academy?  Yes or No 

Eligible for Other Funds? (Specify):  MFIP, DWP, FSET, Dislocated Worker, WIA Adult, WIA Youth, etc. 

Date of Birth:  {ǘǳŘŜƴǘΩǎ ōƛǊǘƘ date 

Gender:  Male or Female 

Age:  {ǘǳŘŜƴǘΩǎ ŀƎŜ ŀǘ ǘƛƳŜ ƻŦ ŀǇǇƭƛŎŀǘƛƻƴ 

Ethnic Group:  Caucasian, Asian, African American, Hispanic, Other ς describe 

Term Date:  5ŀǘŜ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŦƛƭŜ ƛǎ ŎƭƻǎŜŘ 

Employer:  Name of employer 

End Wage:  {ǘǳŘŜƴǘΩǎ ǿŀƎŜ ŀǘ ǇǊŜǎŜƴǘ ŜƳǇƭƻȅŜǊ 

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

Materials: Healthcare Academy Attendance Policy 
Healthcare Academy Attendance Policy Acknowledgement Form 
Check In Process 
Internet Use Limitation Policy 
Public Relations Release Form 
Healthcare Academy Class Expectations 
Healthcare Academy, Student-Assessed Competencies 
Transitions 
L.I.F.E. 
Flash Cards Directions and Supplies 
Abbreviations 
Key Terms (Units 1-10) 
Goal: Complete Healthcare Academy Class 
Time to Journal 

Equipment/Supplies: Easel/whiteboard and markers ς Instructor provided 
3-Hole punch -  Instructor provided 
3 x 5 Index cards to make into flash cards ς Student provided 
Markers, 4 sets ς Instructor provided 
Spiral notebook ς Student provided 

3 Hours 

Style Time Activities 

A 15 minutes Welcome and Introductions 

A 10 minutes Attendance and Responsibilities 

V,A,K 5 minutes Daily Check In Process 

V,A,K  10 minutes Housekeeping  
 Bathroom Locations 
 In Case of Emergency Information ς fire, tornado 
 Class Cancellation Process (How will students be notified if class is cancelled) 
 Internet Use Limitation 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 

V,A 5 minutes Program Expectations: Yours, Mine and Ours 

V,A,K 55 minutes Transitions 

V,A,K 15 Minutes 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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Session 1 
Student 

Handouts



©Workforce Development, Inc. ς Pre-Employment Healthcare Academy Curriculum Guide 
 

Healthcare Academy Attendance Policy  
 
 
During the four-week course students are allowed the following: 
  
 Absences ς 2 
  Your attendance and ability to be on time in this class is an indicator of what your   
 attendance on the job will be.  Employers do not want to hear excuses.  They need to have  
 you at work by your scheduled time. Your attendance record 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 good employment opportunity. 
   
 Tardies ς 0 
 
 Classes begin at 9:00 AM sharp. If 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 No 
 Call, No Show. In the healthcare field, this can be considered a voluntary quit of ŀ ǇŜǊǎƻƴΩǎ ƧƻōΦ 5ƻƴΩǘ 
 become a statistic before even getting into the workplace. 
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Healthcare Academy Attendance Policy  
Acknowledgment Form  

 
 
I acknowledge that I have read and received a copy of the Healthcare Academy Attendance Policy and the 
expectations of the policy have been reviewed with me. 
 
By signing this I agree to abide by the policy laid out on the Healthcare Academy Attendance Policy. Failure to 
comply with this policy can result in 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. 
 
 
 
 
   

{ǘǳŘŜƴǘΩǎ bŀƳŜ όPlease print)   
 
 

  

{ǘǳŘŜƴǘΩǎ Signature  Date 
 
 

  

LƴǎǘǊǳŎǘƻǊΩǎκ/ƻǳƴǎŜƭƻǊΩǎ Signature  Date 
 
 
 
   

Signature of Parent or Guardian  
(If above individual is under age 18) 

 Date 
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Internet  Use Limitation  Policy  
 
 
_____________________________________ (Name of Organization) 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 classroom purpose is strictly prohibited. WDI 
regularly monitors Internet access in our training facilities. 
 
Violation of this policy may lead to: 
 

- ±ŜǊōŀƭ ǊŜǇǊƛƳŀƴŘ ŘƻŎǳƳŜƴǘŜŘ ƛƴ ǘƘŜ ƭŜŀǊƴŜǊΩǎ ǊŜŎƻǊŘΤ 
- Suspension or Expulsion from training; 
- Legal action, including, but not 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 
LƴŎΦΩǎ LƴǘŜǊƴŜǘ ŀŎŎŜǎǎ ƛǎ ŀ ǇǊƛǾƛƭŜƎŜΣ ƴƻǘ ŀ ǊƛƎƘǘΦ  
 
By signing below, the learner: 
 

- Acknowledges the Internet Use Limitation policy of the organization listed above; 
- Accepts full responsibility and liability for personal actions with regard to  

Internet use; 
- Will not hold the above listed organization responsible for any 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 contact your instructor. 
 
 
 
 
   

Signature  Date 
 
 
 
   

Signature of Parent or Guardian  
(If above individual is under age 18) 

 Date 
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Public Relations Release Form  
 
 

I, ________________________________________________ό{ǘǳŘŜƴǘΩǎ bŀƳŜύ, the undersigned, hereby 
authorize _____________________________________ (Name of Organization), to use my words, photograph, or 
recorded information in promotion of _____________________________________ (Name of Organization), and 
its functions, activities and programs. 

I have been informed of the meaning of this release and that my signature on it amounts to a waiver of 
any claim I might assert against any official, employee, agent, or unit of __________________________________ 
(Name of Organization), arising from this release.   

 
I understand signing this form is voluntary and will in no way affect my working relationship with 
_____________________________________ (Name of Organization) should I choose not to sign. 

 
This release shall bind my heirs and assigns. 

 
SIGNATURE  

ADDRESS  

  

DATE  

 

 
I do not wish to have my words, photographs, 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 

 Be on time everyday 

 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) 

 Be prepared for class, have notebook, pen/pencil, homework done, and cell phones turned off 

 Do not disrupt other students who are trying to learn 

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

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

 Follow the Substance Abuse Policy 

 Practice personal hygiene 
 
 
Mine: INSTRUCTOR 

 Be on time everyday 

 Be prepared for lessons everyday 

 Answer questions in a timely manner 

 I will not discuss students personal information in class 

 I will be available before and after class to the students 
 
 
Ours: TOGETHER 

 We will learn in a way that is comfortable for the whole class 

 We will be a team, and if someone needs help, we will help 

 We will celebrate our accomplishments 

 TOGETHER we can succeed! 
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Healthcare Academy  
Student -Assessed Competencies 

 
 

   

{ǘǳŘŜƴǘΩǎ bŀƳŜ  Class Dates 
 
 

Healthcare Academy Competencies I can do I can do with help L ŎŀƴΩǘ Řƻ 
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 de-stress    

Complete Day 3 journal    

Complete Quiz I    

Complete Stress Questions    

List the four kind of people    

Describe 2 characteristics for each of the 
four kinds of 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 II    

Define verbal communication    

Define non-verbal communication    

List the 3 basic elements of communication    
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Healthcare Academy, Student-Assessed Competencies ς Page 2 
 

Healthcare Academy Competencies I can do I can do with help L ŎŀƴΩǘ Řƻ 
List 3 barriers to good communication    

List 3 tips for dealing with difficult people    

Complete Difficult People 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 journal    

Demonstrate hand-washing 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 SE 
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 career exploration forms    

Complete Day 10 journal    

List 3 safety concerns in a long-term care 
facility 

   

Describe R.A.C.E.    

Complete Safety Quiz    

Describe OSHA    

Complete a resident incident report    

Define emergency    

Identify 3 tips when dealing with a violent 
patient 

   

Identify potential hazards to resident safety    

Complete Day 11 journal    

Complete Quiz III    

List the 3 generations ς using the names in 
the handout 

   

Describe 2 medical disorders found in the 
elderly 
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Healthcare Academy, Student-Assessed Competencies ς Page 3 
 

Healthcare Academy Competencies I can do I can do with help L ŎŀƴΩǘ Řƻ 
Complete scenarios handout    

Describe the difference between Type 1 
Diabetes and Type 2 Diabetes 

   

Define cancer    

List 3 types of cancer    

LŘŜƴǘƛŦȅ п ǇǊƛƳŀǊȅ ǎȅƳǇǘƻƳǎ ƻŦ tŀǊƪƛƴǎƻƴΩǎ 
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 do to prevent a 
decubitus ulcer 

   

Describe personal care    

Complete Decubitus Ulcers Quiz    

Complete Intake & Output handout    

Name 3 guidelines for performing personal 
care 

   

Identify 3 reasons for bathing    

Describe perineal care    

Complete Day 13 journal    

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

   

List 3 activities you observed in long-term 
care facility staff doing 

   

List 3 areas of the long-term care facility    

Complete Day 14 journal    

List 3 reasons to monitor 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 pressure    

Complete Thermometer Exercise    

Complete Vital Sign Quiz    

Demonstrate vital signs skills    

Complete Day 15 journal    

List 4 things found on a successful resume    

Describe a chronological resume    

Describe a good referral and a bad referral    
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Healthcare Academy, Student-Assessed Competencies ς Page 4 
 

Healthcare Academy Competencies I can do I can do with help L ŎŀƴΩǘ Řƻ 
Complete Resume Worksheet    

Describe a cover letter    

List 2 reasons to send a thank you note    

Develop a cover letter    

Identify your employment objective    

Create/Update your resume    

Complete Day 16 journal    

List 3 things a good nursing assistant does 
from the video 

   

[ƛǎǘ ǘƘŜ о tΩǎ ƛƴ ŀ ƛƴǘŜǊǾƛŜǿ ǇǊŜǇŀǊŀǘƛƻƴ    

List 2 common traditional interview 
questions 

   

List 2 common behavioral interview 
questions 

   

Write  answers to 10 interview questions    

Describe the importance of good interview 
clothes 

   

Complete Wardrobe Collage    

Complete Day 17 journal    

Describe a mock interview    

Complete at least one mock interview    

Complete an observation sheet on another 
ǎǘǳŘŜƴǘΩǎ ƛƴǘŜǊǾƛŜǿ 

   

Describe 2 important topics from the video    

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    

 



©Workforce Development, Inc. ς Pre-Employment Healthcare Academy Curriculum Guide 
 

Transitions  
 
 

Mastering Change 
 
 
 

I. Approaching Change 
 
 
 
 
 
 
 

II. Taking Stock 
 
 
 
 
 
 
 

III. Taking Charge 
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Transitions ς 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. Surprise (Unexpected) 
 
 
 
 

III. Life On Hold (Delay) 
 
 
 
 

IV. Sleeper 
 
 
 
 

V. Double Whammies (Major) 
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Transitions ς Page 3 
 

Taking Stock  
 

п {Ωǎ 
 
Your SITUATION 

 Assessment 

 Impact 

 Characteristics 
 
 
Your SELF 

 Inner strength 

 Sense of Mastery 

 Explanatory style 
 
 
Your SUPPORT 

 Current needs 

 Range of support 

 Convoy of support 
 
 
Your STRATEGIES 

 Change or modify the transition 

 Change the meaning of the transition 

 Managing stress 

 Do nothing 
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Transitions ς Page 4 
 

Taking Stock  
 

Situation 

Did the situation change you? 
 Roles Yes No 
 Relationships Yes No 
 Routines Yes No 
 Assumptions Yes No 

Were you able to? 
 Plan for the transition in advance Yes No 
 Control the transition Yes No 
 Benefit from previous experience Yes No 

Was it a good time in your life? Yes No 

Were there many other stresses in your life? Yes No 

Did you evaluate your situation as: 
 Positive Yes No 
 Negative Yes No 
 Okay Yes No 

Taking everything into account, do you feel your situation is: 
 A high resource Yes No 
 A low resource Yes No 
 A mixed bag Yes No 
 Okay Yes  No 
 
 

Self 

Are you generally challenged rather than overwhelmed by transitions? Yes No 

Do you generally feel a sense of control as you face transitions?  Yes No 

Do you usually face life as an optimist rather than as a pessimist? Yes No 

Do you define yourself as resilient in the face of change? Yes No 

Taking all of the above into account, do you 

Rate your SELF as: 
 A high resource Yes No 
 A low resource Yes No 
 A mixed bag Yes No 
 Okay Yes No 
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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, co-workers, neighbors? Yes No 

Have you checked the organizations that are available to you? Yes No 

Iŀǎ ȅƻǳǊ άŎƻƴǾƻȅ ƻŦ ǎƻŎƛŀƭ ǎǳǇǇƻǊǘέ ōŜŜƴ ƛƴǘŜǊǊǳǇǘŜŘΚ 
(from friends to organizations) Yes No 

Do you regard your SUPPORT for these transitions as:  
 A high resource Yes No 
 A low resource Yes No 
 A mixed bag Yes No 
 Okay Yes No 

 
 

Coping Strategies 

Do you use a range of strategies for coping? Yes No 

Do you sometimes take action to change 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 choose different strategies  
depending on the challenge? Yes No 

Taking all of the above into account, do you rate your STRATEGIES as: 
 A high resource Yes No 
 A medium resource Yes No 
 A low resource Yes No 
 Okay Yes No 



©Workforce Development, Inc. ς Pre-Employment Healthcare Academy Curriculum Guide 
 

Transitions ς Page 6 
 

&ÏÕÒ Ȱ3ȱ 7ÏÒËÓÈÅÅÔ 
 
Approaching Change 

 Type of change ________________________________________________________________ 

 Impact on roles, relationships, routines, assumptions: 
 _____________________________________________________________________________ 
 
 _____________________________________________________________________________ 
 
 _____________________________________________________________________________ 
 
 
Taking Stock of Your Coping Resources 
 RATINGS 
 Your SITUATION:  Overall High Medium Low 

 Timing High Medium Low 

 Control High Medium Low 

 Previous experience High Medium Low 

 Other stress High Medium Low 
 
 
 Your SELF:  Overall High Medium Low 

 Response to transition High Medium Low 

 Sense of well being High Medium Low 

 Self knowledge High Medium Low 
 
 
 Your SUPPORTS:  Overall High Medium Low 

 Getting affection, affirmation, aid High Medium Low 

 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 

 Managing your reactions to change High Medium Low 

 Doing nothing High Medium Low 

 Other High Medium Low 
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Action Plan Worksheet  

 

Possible Coping Strategies {ǘǊŜƴƎǘƘŜƴƛƴƎ ¸ƻǳǊ CƻǳǊ {Ωǎ 
¢ŀƪƛƴƎ !Ŏǘƛƻƴ ǘƻ /ƘŀƴƎŜ ƻǊ aƻŘƛŦȅ CƻǳǊ {Ωǎ 
Negotiating 
Taking optimistic action 
Seeking advice 
Asserting yourself 
Brainstorming a new plan 
Taking legal action 
Other 

 
Changing the Way You See 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 
 
 



©Workforce Development, Inc. ς Pre-Employment Healthcare Academy Curriculum Guide 
 

Transitions ς Page 8 

Circle of Support  
 
In the circle below: 
1. In the center circle, write your name 
2. In the second circle, list the people closest to you who provide you support (for example:  your spouse, sister, 

best friend, etc.) 
3. In the third circle, list other people close to you who provide you support - people who see you on a regular 

basis (for example; counselors, teachers, doctors, etc.) 
4. In the fourth circle, list people you come in contact with who support you  ς you may not come in contact 

with these people on a regular basis (for example:  acquaintances, mail man, old high school friend, person at 
the checkout, etc.) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 YOU 

2. 

3. 

4. 
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L earn as much as you can while you can 

 

I ncrease your ability to learn from your 

mistakes 

 

F ind out who you are now 

 

 

E xplore 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 in your life. 
 
When dealing with a change that has been forced upon you like losing 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 control of 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 change, but beyond 
that, let go of the past and focus on the future you wish to create. 
 
Take time to 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 create.  (Butterfly collage)  
There seems to be some magic in committing your goals and dreams to paper; especially when you 
share your dreams and goals with others.  OKΣ ƛǘ ǊŜŀƭƭȅ ƛǎƴΩǘ ƳŀƎƛŎ, but when you are writing goals on 
paper your mind starts to see all tƘŀǘ ȅƻǳ Ŏŀƴ ǊŜŀƭƭȅ ŘƻΦ  ²Ŝ ǿƛƭƭ ōŜ ƭŜŀǊƴƛƴƎ ǘƻ ǘŀƪŜ άōŀōȅ ǎǘŜǇǎέΦ  Lǘ ƛǎ ŀ 
slow process, like a caterpillar turning into a butterfly; in the end you have beautiful results! 
 
First, decide what is really important in your life so you will know where to focus your energy: family, 
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 life in the 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 talk to next (Workforce Development, Inc. counselor, school counselor, other 
community resources). 
 
Once you have a clear picture of what you want to accomplish and what it will take to get there, you 
have to take the most important step in the process ς get started.  This is where most people fail.  They 
Ŧŀƛƭ ǘƻ ǎǘŀǊǘΦ  Lǘ ƛǎ ŀƭƭ ǘƻƻ Ŝŀǎȅ ǘƻ Ŧŀƭƭ ōŀŎƪ ƛƴǘƻ ǾƛŎǘƛƳ ƻŦ ŎƛǊŎǳƳǎǘŀƴŎŜ ƳƻŘŜ ŀǘ ǘƘƛǎ ǇƻƛƴǘΦ  5ƻƴΩǘ ƭŜǘ ǘƘŀǘ 
happen to you.  Choose each day to move forward toward your goals and creating your new life the way 
you want it to be. 
 
9ǾŜƴ ƛŦ ȅƻǳ ŎŀƴΩǘ ƳŀƪŜ ŀ ōƛƎ ǎǘep toward your goal, just make A step.  For example, 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 resources 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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Goal:  Complete Healthcare Academy Class 
 
 

ü Get up on time everyday! 
 

ü Do homework! 
 

ü /ŀƭƭ ǎƻƳŜƻƴŜ ƛŦ L ŀƳ ǎǘǳŎƪΧL ǿƻƴΩǘ ƎƛǾŜ ǳǇΗ 
 
 

This will keep your focus.  Use your journal to not only chart your progress, but to inspire you as well.  
We will be keeping a journal every day. 
 
Try asking yourself questions:  How can I go to school and work?  How can I find daycare in the 
evenings?  If you are stuck at some point, write the question in your journal; you can wait for an answer.  
Sometimes the answer will just 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 while.  If it 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. 
 
Embrace the changes in your life, even the ones that seem forced upon you.  Make the choice to live life 
to the fullest extent no matter what your current circumstances.  There is an abundance of resources 
waiting at your disposal ς all you have to do is choose to act. 
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Flash Cards Directions and Supplies  
 
 
Supplies: 
3 x 5 Index cards ς Student provided 
Markers ς Instructor provided 
 
Directions: 
Have the students take out the Key Terms and the Abbreviations sheet.  Students will then write the 
abbreviation (or the word) from the Key Terms on one side of the card.  Have the student flip the card 
over and write the abbreviation explanation (or the Key Term meaning) on other side of the flash card. 
 
See below: 

 

    

ADL 

 
 Front 

 
 

Activities of Daily Living__________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
___________________________________________________________ 
 Back 
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Abbreviations  
 
 

A or Ax Axillary (armpit temperature) 

a.c.  Before meals 

ADA  American Dietetic Association 
ADL  Activities of daily living 

Ad lib  As desired 
AEB  As evidenced by 

A.M.  Midnight to 12 noon 

AROM Active range of motion 
B & B  Bowel and bladder program 

b.i.d.  twice a day 
BKA  Below knee amputation 

B.M.  Bowel movement 
BP  Blood pressure 

BRP  Bathroom privileges 

C or W with 
c.c.  cubic centimeters 

C/O  /ƻƳǇƭŀƛƴǘǎ ƻŦΧ 
CMS  Color, circulation, motion, sensitivity 

CVA  Cerebral Vascular Accident (stroke) 
DAT  Diet as tolerated 

DNR  Do Not Resuscitate  

h./hr.   Hour 
H²O  Water 

HOB   Head of bed 
HOH  Hard of hearing 

h.s.  Bedtime/hour of sleep 

Ht  Height 
I & O  Intake and Output 

MI  Myocardial infarction 
Na  Sodium 

NKA  No known allergies 
NPO  Nothing by mouth 
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O  Oral 

OOB  Out of Bed 
O.D.  Right Eye 

O.S.  Left Eye 
O.U.  Both Eyes 

O2  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 
q.d.  Everyday 

q.i.h.  Every four hours 
q.i.d.  four times a day 

q.o.d.  Every other day 

R  Rectal 
Rt  Right 

SBA  Stand by assist 
SOB  Shortness of breath 

Stat  Immediately  

Sx  Symptoms 
TC & DB Turn cough and deep breathe 

t.i.d.  Three times a day 
TLC  Tender loving care 

TPR  Temperature, pulse & respiration 
Tx  Treatment 

V.S.  Vital sign 

W/C  Wheelchair 
W/O, s Without 

Wt.  Weight 
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Key Terms (Unit s 1 ɀ 10) 
Unit 1  

 

 
Patient:  Person having physical or emotional 
illness who receives care from healthcare 
workers. 
 
Resident:  Person living in long-term care 
facility, often elderly, usually their permanent 
home. 
 

  
Advance Directives:  A document that makes a 
ǇŜǊǎƻƴΩǎ ǿƛǎƘŜǎ ƪƴƻǿƴ ǊŜƎŀǊŘƛƴƎ ƭƛŦŜ ǎǳǇǇƻǊǘ ƛǎǎǳŜǎ 
in the event they are unable to speak for 
themselves.. 
 
Durable Power of Attorney for Healthcare:  
Advance directive authorizing another person to 
make a variety of legal decisions for a person if that 
person is unable to make or communicate a 
decision.  This document usually includes decisions 
about healthcare. 
 
Living Will:  An advance directive about end of life 
issues. 
 
Ombudsman:  An advocate or representative who 
speaks or writes in support of the residentΩs causes 
or complaints. 
 

 
Abuse:  The willful infliction of injury, 
unreasonable confinement, intimidation, or 
punishment with resulting physical harm, pain 
or mental anguish. 
 
Exploitation:  LƭƭŜƎŀƭ ǳǎŜ ƻŦ ǾǳƭƴŜǊŀōƭŜ ŀŘǳƭǘΩǎ 
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 or 
without roommates) against the residenǘΩǎ 
ǿƛƭƭΣ ƻǊ ǿƛƭƭ ƻŦ ǘƘŜ ǊŜǎƛŘŜƴǘΩǎ ƭŜƎŀƭ 
representative. 
 
Neglect:  Failure to provide goods and services 
necessary to avoid physical harm or mental 
anguish or mental illness. 
 

 

 

 
Confidentiality:  Holding in trust; keeping 
private, not sharing spoken and written words 
about a resident. 
 
Etiquette:  Acceptable manners or behavior in 
public or work places. 
 
Ethics:  Standard of behavior and moral 
judgment to evaluate right and wrong. 
  

  
Job Description:  Duties and responsibilities 
involved in a work position. 
 
Team Work:  Joint action by a group of people with 
individual and group skills to coordinate efforts to 
efficiently complete tasks. 
 
Chain of Command:  A list of who reports or 
answers to whom. 



©Workforce Development, Inc. ς Pre-Employment Healthcare Academy Curriculum Guide 
 

Key Terms 
Unit 2 

 
 

 
Basic Human Needs:  Required or desired things 
or feelings necessary for life. 
 
Development:  The increase in mental, 
emotional and social capabilities. 
 
Development Tasks:  Social, emotional and 
psychological behaviors that are part of the life 
experience and become evident in interpersonal 
skills and interactions. 
 
Growth:  Physical changes that occur in the 
body; increase in size, values and strength. 
 
Self-Actualization:  !ŎƘƛŜǾŜƳŜƴǘ ƻŦ ƻƴŜΩǎ 
greatest potential abilities. 
 
Self-Esteem:  !ƴ ƛƴŘƛǾƛŘǳŀƭǎΩ ƻǇƛƴƛƻƴ ƻŦ 
him/herself. 
 

  
Coping Mechanisms:  Responses to stress one 
uses to protect his/her feelings of self-esteem. 
 
Mental Health:  Adjustment to life events that 
allow feelings of self-worth and comfort with life 
situations 
 
Cognitive:  Intellectual process that includes 
thought, awareness and the ability to understand. 
 
Intervention:  Actions and discussions to discover 
possible solutions to a problem. 
 

 

 
 
Culture:  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. 
 
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 heritage. 
 
Race:  Classification of people according to shared physical characteristics such as skin color, facial 
features, blood type or hair texture. 
 
Stereotyping:  Placing members of a group of people 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 to 
send a message.  The person may 
or may not be aware of the 
message sent. 
 
Communication:  The exchange 
of information or messages by 
written or spoken words, signals 
or other methods. 
 
Non-Verbal Communication:  
Messages sent by methods other 
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 to decreased amount of 
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 experiences and tells the 
nursing team about. 

 

  
Care Plan:  A written method or 
outline identifying the ǊŜǎƛŘŜƴǘΩǎ 
needs and how healthcare 
workers will assist them. 
 
Chart:  A legal document that is a 
ǿǊƛǘǘŜƴ ǊŜŎƻǊŘ ƻŦ ŀƭƭ ǊŜǎƛŘŜƴǘΩǎ 
care and observations. 
 
Checklist:  Form to monitor 
ƻƴƎƻƛƴƎ ǊŜǎƛŘŜƴǘΩǎ ƻōǎŜǊǾŀǘƛƻƴǎ 
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 Observation:  Statement made by 
ǘƘŜ ǊŜǎƛŘŜƴǘ ǎǳŎƘ ŀǎΣ άL ƘŀǾŜ ŀ ƘŜŀŘŀŎƘŜΦέ όŀ 
symptom) 

  
Incident:  Unexpected situation, which causes 
harm to residents, employees or any other 
person. 
 
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:  Items or areas considered to have disease-causing organisms. 
 
HIV:  Human immunodeficiency 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 result in 
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 eye; can only be seen with a microscope. 
 
Pathogen:  Disease-causing microorganisms; germ. 
 
Transmission:  Transfer from one person or place to another. 
 

 

Assistive Device:  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. 
 
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 Asepsis:  Procedures 
used to prevent pathogens from 
spreading. 
 
Standard Precautions:  Practices 
such as hand washing and gloving, 
identified by the Center for 
Disease Control, which reduce the 
risk of transmission of disease. 
 
Sterilization:  Removing or 
destroying all microorganisms on 
a surface. 

  

Physical Restraint:  Any manual 
method or physical or mechanical 
device, material or equipment 
attached or adjacent to the 
ǊŜǎƛŘŜƴǘΩǎ ōƻŘȅ ǘƘŀǘ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭ 
cannot remove easily, which 
restricts freedom of movement or 
ƴƻǊƳŀƭ ŀŎŎŜǎǎ ǘƻ ƻƴŜΩǎ ōƻŘȅ 
(Federal regulation 483.13). 
 
PPE:  Personal Protective 
Equipment, such as: gown, 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 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 Pressure:  Measurement of 
the force of the blood against the 
walls of the arteries. 
 
BPM:  Beats per minute. 
 
Diastolic Pressure:  Number at 
which the last sound is heard or 
lowest number when blood 
pressure is measured. 
 
Systolic Pressure:  Number at 
which the 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). 
 
Tachycardia:  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 gasses 
(oxygen and carbon dioxide) in 
the lungs. 
 
Cannula:  Plastic prongs placed in 
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 (ADLΩǎ):  Daily activities 
necessary for people to complete basic needs 
such as hygiene, eating, eliminating and 
moving. 
 
Perineal Care:  Bathing or cleansing the area of 
the body which includes the genitals, groin, and 
rectal areas.  Usually called peri-care. 
 

  
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 Decubitus):  Any lesion caused 
by unrelieved pressure that results in damage to 
the underlying tissue(s).  Although friction and 
shear are not primary causes of pressure ulcers, 
friction and shearing are important contributing 
factors to the development of pressure ulcers. 
 

 

 

 
Dependent:  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 when 
the bone moves but the skin stays at point of 
contact. 
 
Podiatrist:  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. 
 
Ileostomy:  Opening into the small intestine.  The 
stool will be 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. 
 

 



©Workforce Development, Inc. ς Pre-Employment Healthcare Academy Curriculum Guide 
 

Key Terms 
Unit 7 

 
 

 
Progressive Mobilization:  Process that builds 
on activity steps which increases the ǊŜǎƛŘŜƴǘΩǎ 
ability. 
 
Rehabilitation:  A process in which the resident 
is assisted in reaching their highest level of 
ability physically, mentally and emotionally. 
 
Restorative Care:  Nursing care that is planned 
ǘƻ ǇǊƻƳƻǘŜ ǊŜǎƛŘŜƴǘΩǎ ƘŜŀƭǘƘ ŀƴŘ ǊŜƎŀƛƴ ŀǎ 
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 activity or series of specific 
body movement designed to strengthen the body 
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:  Items such as eating 
utensils which are altered to make them easier 
to use by residents with functional limitations. 
(Also 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 
voluntary movement) of lower part of body and 
both legs. 
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Key Terms 
Unit 8 

 
 

 
Essential Nutrients:  Necessary nutrients in food 
needed by the body to supply heat and energy, build 
or repair tissue and regulate body functions: 
Proteins, carbohydrates, fats, minerals, and water. 
 
Food Guide Pyramid:  Recommended daily servings 
of food for a balanced diet. 
 
Nutrition:  Process by which the body takes in food 
and uses it for growth, repair and maintenance of 
health. 
 

  
Aspiration:  Inhaling liquids into the lungs. 
 
Diet:  Food and fluids regularly consumed by a person 
as a part of normal living. 
 
Therapeutic Diet:  Special diet ordered by physician to 
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 liquids or 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:  Semi-solid wastes 
eliminated from the intestines.  
Mostly undigestible ingredients 
from food, also called 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 
fluids filtered from the blood. 
 
Void:  The act of eliminating 
urine; also called 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 designed to line 
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:  SwŜŀǘΦ  .ƻŘȅΩǎ 
means of removing heat.  A body 
waste product.  Not usually 
measured by observed in 
saturated clothing or linens to 
evaluate dehydration and other 
conditions. 
 

 



©Workforce Development, Inc. ς Pre-Employment Healthcare Academy Curriculum Guide 
 

Key Terms 
Unit 10 

 
 

 
Cognition:  Awareness or 
alertness to be able to think, 
reason, make decisions and have 
memory or recall. 
 
Cognitive Impairment:  Mental 
decline which reduces awareness; 
thinking tasks become difficult. 
 
Developmentally Disabled:  
Person who has a mental and/or 
physical impairment, usually from 
birth, that will probably continue 
indefinitely.  Usually requires life-
long or extended care. 
 

  
!5[ΩǎΥ  Activities of daily living. 
 
Confusion:  Inability to distinguish 
or separate differences between 
things.  There is an inability to 
follow directions. 
 
Disorientation:  Decreased 
awareness of time, place and 
person. 
 

  
Dementia:  Progressive 
deterioration of mental function. 
 
Depression:  Altered mood, loss 
of interest, feelings of 
hopelessness. 
 
Mental Retardation:  Lower than 
average intellectual development.  
It can range from mild to severe.  
Caused by conditions before 
birth.  It may be referred to as 
mentally challenged. 

 

 
Reality Orientation:  Assisting resident to be aware 
of time, place, and person. 
 
Hospice:  A special facility or services to provide care 
to a terminally ill individual. 
 
Shroud:  A paper or cloth to place on the body after 
death. 
 

  
Autism:  A disorder of unknown cause which results in 
difficulty communicating and relating to people and 
surroundings. 
 
Cerebral Palsy:  A brain abnormality which may be 
congenital, or due to lack of oxygen before, during, or 
after birth. 
 

 

 
Agitation:  Change in physical activity, usually increased activity such as wandering or pacing.  May be 
seen in sleeplessness. 
 
Anxiety:  Feeling uneasy, apprehensive, worried. 
 
Fear:  Sense of dread from feelings of danger. 
 
Stress or Stressor:  !ƴ ŜǾŜƴǘ ƻǊ ǎƛǘǳŀǘƛƻƴ ǘƘŀǘ ŎŀǳǎŜǎ ǘƘŜ ōƻŘȅ ǘƻ ŦŜŜƭ άƴŜǊǾƻǳǎΣ ŀƴȄƛƻǳǎΣ Ŧearful or 
confusedΦέ 
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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 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 compares to 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. 
όƛΦŜΦ Ǝƻǘ ǘƻ Ŏƭŀǎǎ ƻƴ ǘƛƳŜΣ ŘƛŘƴΩǘ Ǌǳƴ ƻǳǘ ƻŦ Ǝŀǎ ƻƴ ǘƘŜ ǿŀȅ ǘƻ ŎƭŀǎǎΣ ŜǘŎΦύ 
 

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, list 3 things you liked about it. 
 

OR 
 
Hƻǿ ŘƛŘ ǘƻŘŀȅΩǎ Ŏƭŀǎǎ ƳŀƪŜ ȅƻǳ ŦŜŜƭΚ 
 

OR 
 
Write your plan for success in this class. 
 

OR 
 
LƴǎǘǊǳŎǘƻǊΩǎ vǳŜǎǘƛƻƴ ƻŦ /ƘƻƛŎŜ 
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Session 1 
Instructor 
Materials  
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Check In Process 
 
 
Directions: 

 Pass the Check In sheet around. 

 Put your name, the date and time in the spaces provided. 

 Your instructor will keep all the Check In 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 
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Circle of Support Discussion ɀ Instructor Materials  
 
Once students have completed their circle, discuss each of the circles 
 
Circle 2: 

 Ask students who they chose, list them on the white board or easel 
o Spouse 
o Grandparents 
o Brother(s)/Sister(s) 
o Best Friends 
o Etc. 

 Discuss that sometimes the people closest to you can hurt or hinder your progress.  Sometimes 
they feel they are put second now that you are a student; you may not have as much time for 
them as you did before.  Example:  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: 

 Ask students whom they chose; list their responses on 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 look at your situation more objectively.  Example:  your 
counselor/teacher can offer resources and ideas. 

 
 
Circle 4: 

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

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

Materials: Check In Process 
Relax ς Directions and Supplies 
Butterfly ς Directions and Supplies 
Time to Journal 

Equipment/Supplies: Easel/whiteboard and markers ς Instructor provided 
3-Hole punch ς Instructor provided 
Spiral notebook ς Student provided 
2 Pencils ς Student provided 
1 Pen ς Student provided 
Flash cards ς Student provided 
11 x 17 Paper, cardstock, or construction paper ς Instructor provided 
Markers, 4 sets ς Instructor provided  
Glue bottle or glue sticks ς Instructor provided 
Scissors ς Instructor provided 
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 donate) ς 
 Instructor brings in magazines, too ς Instructor and Student provided 
If possible, display collages for the duration of the class.  Students can take 
 collage home on Graduation Day 

3 Hours 

Style Time Activities 

V,K 5 minutes Check In Process 

V,A,K 30 minutes Relax ς Directions and Supplies 

V,A,K 75 minutes Butterfly ς Directions and Supplies, Instructions/Collage 

V,A,K 15 minutes Break 

V,A,K 45 minutes Sharing Your Collage 

V,A,K 10 minutes Time to Journal 
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Session 2 
Student 

Handouts
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Butterfly ɀ Directions, and Supplies  
 
 
Supplies: 

11 x 17 Paper, cardstock, or construction paper ς Instructor provided 
Markers ς Instructor provided 
Glue bottle or glue sticks ς Instructor provided 
Scissors ς Instructor provided 
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 donate) ς Instructor and Student provided 

 
 
Directions:  
 

1. After students clear the tables/desks, put out the paper 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, hopes, dreams, and goals.  They 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 after the 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 share every 
picture that they have put on the paper, using άLέ statements. 
 

9. The instructor will go first to demonstrate.  Example:  If the instructor has a picture of flowers on 
ǘƘŜƛǊ ǇŀǇŜǊΣ ǘƘŜȅ Ƴŀȅ ǎŀȅ άL Ǉǳǘ ǘƘƛǎ ŦƭƻǿŜǊ ƻƴ ǘƘŜ ŎƻƭƭŀƎŜ ōŜŎŀǳǎŜ L ƘŀǾŜ ŀ ŦƭƻǿŜǊ ƎŀǊŘŜƴΣ ŀƴŘ 
love to spend time in the gardeƴέΦ 
 

10. Every student will share their collage.  You 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 
journal question. 
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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 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 compares to 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 Ŏƭŀǎǎ ƻƴ ǘƛƳŜΣ ŘƛŘƴΩǘ Ǌǳƴ ƻǳǘ ƻŦ Ǝŀǎ ƻƴ ǘƘŜ ǿŀȅ ǘƻ ŎƭŀǎǎΣ ŜǘŎΦύ 
 

AND 
 
Iƻǿ ŘƛŘ ǘƘƛǎ ŀŎǘƛǾƛǘȅ ƳŀƪŜ ȅƻǳ ŦŜŜƭΚ  5ƛŘ ȅƻǳ ŜƴƧƻȅ ǘƘƛǎ ŀŎǘƛǾƛǘȅΚέ 
 

OR 
 
Iƻǿ ŘƛŘ ǘƻŘŀȅΩǎ Ŏƭŀǎǎ ƳŀƪŜ ȅƻǳ ŦŜŜƭΚ 
 

OR 
 
LƴǎǘǊǳŎǘƻǊΩǎ vǳŜǎǘƛƻƴ ƻŦ /ƘƻƛŎŜ 
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Session 2 
Instructo r 
Materials  
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Check In Process 
 
 
Directions: 

 Pass the Check In sheet around. 

 Put your name, the date and time in the spaces provided. 

 Your instructor will keep all the Check In 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, Inc. ς Pre-Employment Healthcare Academy Curriculum Guide 
 

Relax ɀ Instructor Materials  
Directions and Supplies  

 
 
For this activity you may use a white board or a flip paper easel, 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 easel ς have the students write down the things that are 
talked about in the discussion. 
 

4. Encourage the students to take an active role in this discussion.  You could use a άround tableέ 
format. Have each student think of one thing they do to relax.  Go around the room to have 
each student share their idea.  This way everyone has a chance to talk.  Following input from 
everyone, you can have students provide additional suggestions in a less formal way.  
 

5. No answer is right or wrong; talk about some of the ideas that are provided. 
 

6. If a student talks 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 talk to.  IŦ ǘƘŜȅ ŘƻƴΩǘ, offer some options of 
people they can talk to.  Example:  Counselor, doctor, spouse, or 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.  (See Butterfly ς Directions, and Supplies) 
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Session 3 Lesson Plan 
 
 

Materials: Check In Process 
Life Events Stress Inventory 
Coping Strategies 
How to Be Happy and Healthy Taking Care of Others 
Key Terms (Units 1 ς 3) 
Time to Journal 

Equipment/Supplies: Easel/whiteboard and markers ς Instructor provided 
3-Hole punch ς Instructor provided 
Spiral notebook ς Student provided 
2 Pencils ς Student provided 
1 Pen ς Student provided 
Flash cards ς Student provided 

3 Hours 

Style Time Activities 

V,K 5 minutes Check In Process 

V,A,K 30 minutes Life Events Stress Inventory 

V,A,K 30 minutes Coping Strategies 

V,A,K 15 minutes BREAK 

V,A,K 45 minutes How to Be Happy and Healthy Taking Care of Others 

V, A 45 minutes Key Terms (Units 1 ς 3) 

V,A,K 10 minutes Time to Journal 
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Session 3 
Student 

Handouts
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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 Illness/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 Health 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 (Marriage, College, 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 Smoking, Dress 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 Inventory ς Page 2 
 

Life Events Stress Inventory  Directions  
 
 
Mark down the point value of each of these life events that has happened to you during the last year.   
When you have completed the Life Events Stress Inventory, tƻǘŀƭ ǘƘŜ ǇƻƛƴǘǎΧ 
 
 
150 points or less:   Means a relatively low amount of life change and low susceptibility to stress 
induced health breakdown 
 
 
150 ς 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 Routine 

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

2. Wake up 15-20 minutes earlier than usual to begin your morning routine. 
3. Begin with some gentle stretching, or light calisthenics. 
4. Spend at least 15 minutes centering yourself through meditation, progressive relaxation or 

listening to a meditation tape. 
5. Slowly eat a nourishing breakfast. 
6. Leave plenty of time to commute to work. 
7. Your evening activities should consist of calming activities such as reading uplifting books, 

writing, meditating, taking a bath or having light discussions. 
8. Try not to watch over-stimulating or violent television shows in the evening. 
9. For 30 minutes prior to going to sleep, turn off the day and go inward by meditating, listening to 

a relaxation tape or whatever helps you make the transition to a restful sleep. 
 
 
Using the Senses to Calm 

1. Avoid jarring noises by listening to relaxing background music or wearing earplugs. 
2. Give yourself or receive a massage on a regular basis. 
3. Reduce the time you are sitting in front of a television or computer screen and gaze at beautiful 

pictures or nature frequently. 
4. Reduce your use of caffeine by drinking calming herbal teas and a lot of pure water. 
5. Eat warm, nurturing food. 
6. Take a mini retreat twice a week and a longer retreat several times a year. 

 
 
Important Points in Reducing Time Pressure 

1. Listen to soothing music while driving slowly. 
2. Try to avoid driving during peak traffic hours. 
3. Utilize the opportunity of red lights and traffic jams as cues to spend time practicing relaxation 

techniques. 
4. Regularly practice slow walks in nature to stay calm and focused in the present. 
5. Try talking slower and being in silence sometimes 
6. Wait five seconds before responding during an intense conversation to reduce over-stimulating 

arguments. 
7. Try mindful eating during at least one meal a week without engaging in any other stimuli, such 

as reading, watching television or talking. 
8. Try writing and typing at a slower rate. 
9. Transform the ring of the telephone into a relaxation cue by not answering the phone until the 

3rd or 4th ring if possible, while using the precious moments to relax deeply. 
10. Minimize your use of the computer, phones and television. 



©Workforce Development, Inc. ς Pre-Employment Healthcare Academy Curriculum Guide 
 

Coping Strategies ς Page 2 
 
How to Create Enjoyable and Relaxing Work 

1. Try to develop a positive attitude toward your job by creating enjoyable social interactions, 
helping others and being enthusiastic about your work. 

2. Listen to background music that is calming and maintain proper air circulation and temperature. 
3. Gaze at pictures of natural settings; bring flowers and plants to work. 
4. Have juice or herb tea and healthy snack foods available as well as uplifting magazines or articles 

for your clients or employees to read. 
5. Have a comfortable chair to sit on.  If you are sitting all day at work, periodically perform 

stretches and take short walks. 
6. Throughout the day do some slow abdominal breathing exercises and take short meditation 

breaks. 
7. If you are calm, your co-workers will be more relaxed, creating interpersƻƴŀƭ ƘŀǊƳƻƴȅΦ  5ƻƴΩǘ 

forget to smile frequently. 
8. Explore changes in your job schedule such as beginning work later, working from home or 

reducing your hours. 
9. Create a daily work schedule each morning to plan a pressure-free day. 
10. If you are working in a very stressful job that cannot be modified, examine your beliefs and 

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

 
 
Healing Insomnia 

1. Review your lifestyle regarding where you can reduce stress. 
2. Rule out any medical causes for insomnia; i.e. medication, sleep apnea, etc. 
3. Twenty minutes before bedtime, meditate, do deep abdominal breathing, progressive 

relaxation, or listen to a relaxation tape. 
4. Try to go to bed before or near 10 p.m. 
5. 5ƻƴΩǘ ƭƻƻƪ ŀǘ ŀ ŎƭƻŎƪ ŀŦǘŜǊ у ƻǊ ф ǇΦƳΦ 
6. LǘΩǎ ōŜǎǘ ƴƻǘ ǘƻ ǿŀǘŎƘ ǎǘƛƳǳƭŀǘƛƴƎ ǘŜƭŜǾƛǎƛƻƴ ǎƘƻǿǎ ŀǘ ƴƛƎƘǘ ƻǊ ŜƴƎŀƎŜ ƛƴ ƛƴǘŜƴǎŜ ŘƛǎŎǳǎǎƛƻƴǎΦ  

Spend the evening reading uplifting books, writing, meditating, or engaging in calm discussions. 
7. Take a walk in nature in silence during the day. 
8. 5ƻ ŀŜǊƻōƛŎ ŜȄŜǊŎƛǎŜ ŦƻǊ ол ƳƛƴǳǘŜǎ ŀǘ ƭŜŀǎǘ ǘƘǊŜŜ ǘƛƳŜǎ ŀ ǿŜŜƪΦ  5ƻƴΩǘ ŜȄŜǊŎƛǎŜ ƛƴ ǘƘŜ ŜǾŜƴƛƴƎΦ 
9. CƛƴƛǎƘ ŜŀǘƛƴƎ ŀ ƭƛƎƘǘ ŘƛƴƴŜǊ ōȅ т ǇΦƳΦ ŀƴŘ ŘƻƴΩǘ Ŝŀǘ ǎǇƛŎȅ ŦƻƻŘǎ ŦƻǊ ŘƛƴƴŜǊΦ  9ŀǘƛƴƎ ǎƻƳŜ ǎǘŀǊŎƘȅ 

foods such as bread before bedtime can increase your sedative neurotransmitters. 
10. One hour before bedtime, you can drink a glass of a calming herb tea such as chamomile, or 

some warm milk. 
11. Take a bath with a few drops of essential oil of lavender or apply soothing oils to your body or 

forehead before going to bed. 
12. Make sure your bedroom is quiet, dark and at a cool temperature.  The room should be a safe 

and nurturing space.  
13. Stick to a regular routine by going to bed and getting up at the same time each day. 
14. Develop a positive attitude toward sleep.  Reframe negative self-talk about sleep into positive 

statements. 
15. Traveling may create sleep challenges so take the necessary sleep aids with you. 
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How to Be Happy and Healthy Taking Care of Others  
 
 
We know that it is up to each of us to take care of ourselves.  If someone asked you what others in your 
life need, you could probably sit down and write a list - a lengthy, fairly accurate list - of THEIR needs.  
But when the question pertains to OUR OWN needs, most of us have never given it any thought. How 
Ŏŀƴ ŀƴȅƻƴŜ ŜƭǎŜ ōŜ ƛƴ ŎƘŀǊƎŜ ƻŦ ƪƴƻǿƛƴƎ ǿƘŀǘ ǿŜ ƴŜŜŘ ǿƘŜƴ ǿŜ ŘƻƴΩǘ ƘŀǾŜ ŀ ŎƭǳŜ ǿƘŀǘ ǿŜ ƴŜŜŘ 
ourselves? 
 
So - intellectually at least - ǿŜ ƪƴƻǿ ƛǘΩǎ ǳǇ ǘƻ ǳǎ ǘƻ ǘŀƪŜ ŎŀǊŜ ƻŦ ƻǳǊǎŜƭǾŜǎΣ ōǳǘ ƛƴ ƻǳǊ ƘŜŀǊǘǎΣ ŘƻƴΩǘ ǿŜ 
catch ourselves hoping - 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 what we need? Then - to further 
complicate it - because we are human, our needs change all the time. 
 
IŀǾŜƴΩǘ ȅƻǳ ŜǾŜǊ ŜȄǇŜǊƛŜƴŎŜŘ ōŜƛƴƎ ǎƻ ŀƴƎǊȅ ǘƘŀǘ ȅƻǳ ǘŜƭƭ ŜǾŜǊȅƻƴŜ ƴŜŀǊ ȅƻǳΦ  "Stay away from me. 
Keep out of my face. I need space."  ό²ŜƭƭΣ ƳŀȅōŜ ¸h¦Ω±9 ƴŜǾŜǊ ǎŀƛŘ ǘƘŀǘΣ ōǳǘ ȅƻǳΩǾŜ ǇǊƻōŀōƭȅ ǊŜŀŘ 
about people who do...)  ¢ƘŜƴΣ ŀ ǿŜŜƪ ƭŀǘŜǊΣ ȅƻǳ ŦƛƴŘ ȅƻǳǊǎŜƭŦ ǘƘƛƴƪƛƴƎΣ ϦLΩƳ ǎƻ ǳǇǎŜǘΦ L ǿƛǎƘ ǎƻƳŜƻƴŜ 
would just hug me" 
 
So - when all is said and done - ȅƻǳ 5h ƪƴƻǿ ǘƘŜ ŀƴǎǿŜǊ ǘƻ ǘƘŜ ǉǳŜǎǘƛƻƴΣ Ϧ²ƘƛƭŜ ȅƻǳΩǊŜ ǘŀƪƛƴƎ Ŏare of 
others, who takes care of you?".  If you ever find yourself saying "No one", then you know YOU are not 
doing what needs to be done.  ¢ƘŜǊŜΩǎ ŀ Ƨƻō ǘƻ ōŜ ŘƻƴŜ ŀƴŘ ƛǘΩǎ ǳǇ ǘƻ ȅƻǳ ǘƻ Řƻ ƛǘΦ 
 
 
²ƘŀǘΩǎ ¸ƻǳǊ ¢ƻǳƎƘŜǎǘ /ƘŀƭƭŜƴƎŜΚ 
Work, money, health and time pressures are pretty hefty concerns, but the top challenge - the top 
stressor is "caring for others". 
 
Nursing assistants are in "care giving" situations.  These situations may include:  working in a nursing 
home or assisted living center, providing home healthcare, or caring for aging parents or children. 
 
Nursing assistants have an additional challenge of constantly trying to come up with new, different, 
exciting or interesting events, in addition the activities of daily living that are required. 
 
As you strive to give your employer your best quality of service, you KNOW you need to also care for the 
quality of your personal life.  When you get to the end of the day after caring for everyone else, there 
Ƨǳǎǘ ŘƻŜǎƴΩǘ ǎŜŜƳ ǘƻ ōŜ ŀƴȅ ǘƛƳŜ ƻǊ ŜƴŜǊƎȅ ƭŜŦǘ ǘƻ Ŏare for YOU, right? 
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Perfectionism ς It Can Make You Crazy 
A great place to start caring for your self is to stop expecting perfection.  When we barrel through life 
expecting ourselves to be perfect, expecting others to be perfect and/or expecting life to be perfect, we 
place almost unbearable pressure on ourselves and others.  Nothing causes stress like perfectionism.  It 
destroys our self-esteem and our relationships.  It also makes us crazy. 
 
So, if perfection can make us crazy, what are we supposed to strive for -- mediocrity?  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 difference between excellence and perfection. 
 
The biggest difference is that excellence is achievable, perfection seldom is. 
 
 
Making Mistakes ς And Beating Ourselves Up 
One variation in the business of perfection is the fear that most people have of making a mistake.  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. 
 
A favorite quote is, Ϧ¢ƘŜ ǇŜǊǎƻƴ ǿƘƻ ƴŜǾŜǊ ƳŀƪŜǎ ŀ ƳƛǎǘŀƪŜ ǇǊƻōŀōƭȅ ƛǎƴΩǘ ŘƻƛƴƎ anything". 
 
As long as we are involved with and living life, we will make mistakes.  The couch potato who never does 
anything is likely to make fewer mistakes than people like you who are involved in a complicated 
profession -- and are involved in life.  This quote is so powerful!  You can remind yourself that as long as 
you are involved in LIFE, you will make more mistakes than if you were a couch potato.  
 
²Ŝ ŘƻƴΩǘ ƘŀǾŜ ǘƘŜ ŎƘƻƛŎŜ ƻŦ ǿƘŜǘƘŜǊ ǿŜ Ŏŀƴ ƭƛǾŜ ŀ ƭƛŦŜ ƻŦ ȊŜǊƻ ƳƛǎǘŀƪŜǎ ƻǊ ƴƻǘΦ .ŜŎŀǳǎŜ ǿŜΩǊŜ ƘǳƳŀƴ, 
the mistakes WILL be there.  But we DO have a choice of whether we will beat ourselves up over the 
mistake or use the mistake as a learning lesson. 
 
IŀǾŜ ȅƻǳ ƭƛǾŜŘ ƭƻƴƎ ŜƴƻǳƎƘ ǘƻ ƪƴƻǿ ǘƘŀǘ ƳǳŎƘ ƻŦ ǿƘŀǘ ȅƻǳΩǾŜ ƭŜŀǊƴŜŘ ƛƴ ƭƛŦŜ Ƙŀǎ ōŜŜƴ ŦǊƻƳ ȅƻǳǊ 
mistakes? 
 
 
Recharging Your Battery 
bƻǿ ƛǘΩǎ ǘƛƳŜ ǘƻ ŘŜŎƛŘŜ ƻƴ ǎƻƳŜ ŀŎǘƛƻƴΦ 
 
What can you start doing today that will bring some fun or joy in to your life?  LǘΩǎ ŀƭƳƻǎǘ ŀǎ ƛŦ LΩǾŜ ōŜŜƴ 
trying to sell you on the importance of taking care of yourself.  Your time spent reading this is wasted if 
ȅƻǳ ŘƻƴΩǘ ƳŀƪŜ ŀ ŘŜŎƛǎƛƻƴ ǘƻ 5h ƻƴŜ ǇƻǎƛǘƛǾŜΣ ƧƻȅŦǳƭ ŎƘŀƴƎŜ ǘƘƛǎ ǿŜŜƪΦ  LŦ ȅƻǳ ƭŜǘ ǘƘŜ ǘƛƳŜ ǇŀǎǎΣ ȅƻǳΩƭƭ 
probably never start. 
 
It can be as small as taking some quiet time 5 minutes a week or as big as returning to college. It can be 
a "one-ǎƘƻǘ ŘŜŀƭϦ ƻǊ ǎƻƳŜǘƘƛƴƎ ȅƻǳΩƭƭ Řƻ ŜǾŜǊȅ ŘŀȅΦ  ̧ ƻǳ ŎŀƴΩǘ Ǝƻ ǿǊƻƴƎ ŀǎ ƭƻƴƎ ŀǎ ȅƻǳ begin doing 
something to take care of you now.  This is definitely an assignment which is going to be different for 
ŜǾŜǊȅƻƴŜΦ ²Ƙŀǘ ǊŜŎƘŀǊƎŜǎ ƻƴŜ ǇŜǊǎƻƴΩǎ ōŀǘǘŜǊȅ Ŏŀƴ ŘǊŀƛƴ ŀƴƻǘƘŜǊΩǎΦ 
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Sometimes it helps to remember what delighted you as a child.  A woman once said she was an 
"outdoor kid" who never watched TV, and was always outside.  But now she had reached 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 week.  Soon her walking-
time expanded to after work and weekends, and she re-discovered the joy of walking in the rain and the 
diamond sparkle of freshly fallen snow in the moonlight.  Then she found herself drawn to parks and a 
local hiking trail.  Now, several years later, she finds herself being an "outdoor 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 self-care.  Maybe NONE of them will grab you, but the hope is that they 
will open your mind or your heart to start a new, healthier, more balanced, more tranquil, less stressed 
way of life. 
 

1. Unplug the phone and enjoy some peace and quiet 

2. Sign up for a class 

3. Buy yourself a present 

4. Laugh 

5. Pet an animal 

6. Spend time with a small child (consider borrowing one, the parents might appreciate the 
break) 

7. Try a new restaurant 

8. Call a friend - long distance 

9. Watch a sunrise or sunset 

10. Make love 

11. Read a book for no practical purpose but enjoyment 

12. Work out 

13. Have lunch with a good friend or soƳŜƻƴŜ ȅƻǳΩŘ ƭƛƪŜ ǘƻ know better 

14. FƛȄ ǎƻƳŜǘƘƛƴƎ ǘƘŀǘΩǎ ōŜŜƴ ōǊƻƪŜƴ 

15. Give a hug 

16. Receive a hug 

17. Blow bubbles 

18. Do something you love to do 

19. Do nothing but listen to your favorite music for 20 minutes 

20. Make a list of your favorite activities 
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Now take a piece of paper and write an Action Plan.  Date it and list three things you will start doing to 
take care of yourself.  LŦ ȅƻǳ ŀǊŜ ŎŀǊƛƴƎ ŦƻǊ ƻǘƘŜǊǎ ŀƴŘ ŦŜŜƭ ȅƻǳ ŎŀƴΩǘ ŎŀǊǾŜ ƻǳǘ ǘƘŜ ǘƛƳŜ ƻǊ ŜƴŜǊƎȅ ǘƻ ŎŀǊŜ 
for you, consider this.  What will happen to those others if you burn out and are replaced by someone 
ǿƘƻ ŘƻŜǎƴΩǘ ŎŀǊŜ ŀǎ ƳǳŎƘ ŀǎ ȅƻǳ ŘƻΚ 
 
 
Keeping Yourself Free Of Injury 
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Key Terms (Units 1 ɀ 3)  
Unit 1  

 
 

 
Patient:  Person having physical or emotional 
illness who receives care from healthcare 
workers. 
 
Resident:  Person living in long-term care 
facility, often elderly, usually their permanent 
home. 
 

  
Advance Directives:  A document that makes a 
ǇŜǊǎƻƴΩǎ ǿƛǎƘŜǎ ƪƴƻǿƴ ǊŜƎŀǊŘƛƴƎ ƭƛŦŜ ǎǳǇǇƻǊǘ ƛǎǎǳŜǎ 
in the event they are unable to speak for 
themselves. 
 
Durable Power of Attorney for Healthcare:  
Advance directive authoring another person to 
make a variety of legal decisions for a person if that 
person is unable to make or communicate a 
decision.. This document usually includes decisions 
about healthcare. 
 
Living Will:  Ad advance directive about end of life 
issues. 
 
Ombudsman:  An advocate or representative who 
speaks or ǿǊƛǘŜǎ ƛƴ ǎǳǇǇƻǊǘ ƻŦ ǊŜǎƛŘŜƴǘΩǎ ŎŀǳǎŜǎ ƻǊ 
complaints. 
 

 
Abuse:  The willful infliction of injury, 
unreasonable confinement, intimidation, or 
punishment with resulting physical harm, pain 
or mental anguish. 
 
Exploitation:  LƭƭŜƎŀƭ ǳǎŜ ƻŦ ǾǳƭƴŜǊŀōƭŜ ŀŘǳƭǘΩǎ 
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 or 
ǿƛǘƘƻǳǘ ǊƻƻƳƳŀǘŜǎύ ŀƎŀƛƴǎǘ ǘƘŜ ǊŜǎƛŘŜƴǘΩǎ 
ǿƛƭƭΣ ƻǊ ǿƛƭƭ ƻŦ ǘƘŜ ǊŜǎƛŘŜƴǘΩǎ ƭŜƎŀƭ 
representative. 
 
Neglect:  Failure to provide goods and services 
necessary to avoid physical harm or mental 
anguish or mental illness. 
 

 

 

 
Confidentiality:  Holding in trust; keeping 
private, not sharing spoken and written words 
about a resident. 
 
Etiquette:  Acceptable manners or behavior in 
public or work places. 
 
Ethics:  Standard of behavior and moral 
judgment to evaluate right and wrong. 
  

  
Job Description:  Duties and responsibilities 
involved in a work position. 
 
Team Work:  Joint action by a group of people with 
individual and group skills to coordinate efforts to 
efficiently complete tasks. 
 
Chain of Command:  A list of who reports or 
answers to whom. 
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Key Terms 
Unit 2 

 
 

 
Basic Human Needs:  Required or desired things 
or feelings necessary for life. 
 
Development:  The increase in mental, 
emotional and social capabilities. 
 
Development Tasks:  Social, emotional and 
psychological behaviors that are part of the life 
experience and become evident in interpersonal 
skills and interactions. 
 
Growth:  Physical changes that occur in the 
body; increase in size, values and strength. 
 
Self-Actualization:  !ŎƘƛŜǾŜƳŜƴǘ ƻŦ ƻƴŜΩǎ 
greatest potential abilities. 
 
Self-Esteem:  !ƴ ƛƴŘƛǾƛŘǳŀƭǎΩ ƻǇƛƴƛƻƴ ƻŦ 
him/herself. 
 

  
Coping Mechanisms:  Responses to stress one 
uses to protect his/her feelings of self-esteem. 
 
Mental Health:  Adjustment to life events that 
allow feelings of self-worth and comfort with life 
situations 
 

 

 
 
Culture:  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. 
 
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 heritage. 
 
Race:  Classification of people according to shared physical characteristics such as skin color, facial 
features, blood type or hair texture. 
 
Stereotyping:  Placing members of a group of people 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 to 
send a message.  The person may 
or may not be aware of the 
message sent. 
 
Communication:  The exchange 
of information or messages by 
written or spoken words, signals 
or other methods. 
 
Non-Verbal Communication:  
Messages sent by methods other 
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 to decreased amount of 
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 experiences and tells the 
nursing team about. 

 

  
Care Plan:  A written method or 
outline identifying the reǎƛŘŜƴǘΩǎ 
needs and how healthcare 
workers will assist them. 
 
Chart:  A legal document that is a 
ǿǊƛǘǘŜƴ ǊŜŎƻǊŘ ƻŦ ŀƭƭ ǊŜǎƛŘŜƴǘΩǎ 
care and observations. 
 
Checklist:  Form to monitor 
ƻƴƎƻƛƴƎ ǊŜǎƛŘŜƴǘΩǎ ƻōǎŜǊǾŀǘƛƻƴǎ 
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 Observation:  Statement made by 
ǘƘŜ ǊŜǎƛŘŜƴǘ ǎǳŎƘ ŀǎΣ άL ƘŀǾŜ ŀ ƘŜŀŘŀŎƘŜΦέ όŀ 
symptom) 

  
Incident:  Unexpected situation, which causes 
harm to residents, employees or any other 
person. 
 
Extremities:  Arms or 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 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 compares to 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. 
 (ƛΦŜΦ Ǝƻǘ ǘƻ Ŏƭŀǎǎ ƻƴ ǘƛƳŜΣ ŘƛŘƴΩǘ Ǌǳƴ ƻǳǘ ƻŦ Ǝŀǎ ƻƴ ǘƘŜ ǿŀȅ ǘƻ ŎƭŀǎǎΣ Ŝǘc.) 

 
AND 

 
Iƻǿ ŘƛŘ ǘƻŘŀȅΩǎ Ŏƭŀǎǎ ƳŀƪŜ ȅƻǳ ŦŜŜƭΚ 
 

OR 
 
LƴǎǘǊǳŎǘƻǊΩǎ vǳŜǎǘƛƻƴ ƻŦ /ƘƻƛŎŜ 
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Materials  
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Check In Process 
 
 
Directions: 

 Pass the Check In sheet around. 

 Put your name, the date and time in the spaces provided. 

 Your instructor will keep all the Check In 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 
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Session 4 Lesson Plan 
 
 

Materials: Check In Process 
Quiz I (A) or Quiz I (B) 
aŀƴŀƎƛƴƎ [ƛŦŜΩǎ /ƘŀƭƭŜƴƎŜǎ 
Stress Know the Signs 
Building Social Support ς LǘΩǎ DƻƻŘ CƻǊ ¸ƻǳǊ IŜŀƭǘƘΗ 
The Power of People 
Key Terminology Game Directions with Cards 
Time to Journal 

Equipment/Supplies: Easel/whiteboard and markers ς Instructor provided 
3-Hole punch ς Instructor provided 
Spiral notebook ς Student provided 
2 Pencils ς Student provided 
1 Pen ς Student provided 
Flash cards ς Student provided 
Markers, 4 sets ς Instructor provided 

3 Hours 

Style Time Activities 

V,K 5 minutes Check In Process 

V,A,K 30 minutes Quiz I 

V,A,K 45 minutes aŀƴŀƎƛƴƎ [ƛŦŜΩǎ /ƘŀƭƭŜƴƎŜǎ 

V,A,K 15 minutes BREAK 

V,A,K 30 minutes The Power of People 

V,A,K 45 minutes Key Terminology Game 

V,A,K 10 minutes Time to Journal 

 
 

Note:  There are two quizzes [Quiz I (A) and Quiz I (B)], you can use either one.  If a student needs to 
re-test, you could use the other quiz.  
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Session 4 
Student 

Handouts
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Quiz I (A)  
 
 
Multiple Choice:  Write the letter of the best answer in the space provided. 
 

1. _______ Abuse 
a. LƭƭŜƎŀƭ ǳǎŜ ƻŦ ǾǳƭƴŜǊŀōƭŜ ŀŘǳƭǘΩǎ ǇǊƻǇŜǊƭȅ ƻǊ ǇŜǊǎƻƴŀƭ ƛǘŜƳǎ 
b. Failure to provide goods and services necessary to avoid physical harm or mental anguish or mental illness 
c. The willful infliction of injury, unreasonable confinement, intimidation, or punishment with resulting 

physical harm, pain or mental anguish 
d. A list of who reports or answers to whom 
 

2. _______ Self-Actualization 
a. !ŎƘƛŜǾŜƳŜƴǘ ƻŦ ƻƴŜΩǎ ƎǊŜŀǘŜǎǘ ǇƻǘŜƴǘƛŀƭ ŀōƛƭƛǘƛŜǎ 
b. !ƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ƻǇƛƴƛƻƴ ƻŦ ƘƛƳκƘŜǊǎŜƭŦ 
c. The increase in mental, emotional and social capabilities 
d. Required or desired things or feelings necessary for life 

 
3. _______ Culture 

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

b. Placing members of a group of people into a category with the assumption that all are the same 

c. Special group within a race sharing social customs, language, national origin and/or heritage 

d. 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 

 
4. _______ Communication 

a. Messages sent by methods other than spoken or written word such as facial expressions and body 
movements 

b. The exchange of information or messages by written or spoken word, signals or other methods 
c. Use of body and facial positions and movement to send a message. The person may or may not be aware 

of the message sent 
d. One who gives a message 

 
5. _______ Ombudsman 

a. An advocate or representative who speaks or writes in support of residents for their cause or complaints 
b. Document authorizing another person to make health care decisions according to document instructions 

in terminal conditions when a person is unable to make or communicate decisions 
c. LƭƭŜƎŀƭ ǳǎŜ ƻŦ ǾǳƭƴŜǊŀōƭŜ ŀŘǳƭǘΩǎ ǇǊƻǇŜǊƭȅ ƻǊ ǇŜǊǎƻƴŀƭ ƛǘŜƳǎ 
d. Standard of behavior and moral judgment to evaluate right and wrong 
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6. _______ Job description 

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

b. Responses to stress one uses to protect his/her feelings of self-esteem 
c. Required or desired things or feelings necessary for life 
d. Duties and responsibilities involved in a work position 

 
7. _______ Patient 

a. Person who purchases health care services; term often used by social workers and home health agencies 
b. Person having physical or emotional illness who receives care from health care workers 
c. Acceptable manners or social behavior in public or work places 
d. A list of who reports or answers to whom 

 
8. _______ Care plan 

a. CƻǊƳ ǘƻ ƳƻƴƛǘƻǊ ƻƴƎƻƛƴƎ ǊŜǎƛŘŜƴǘΩǎ observations such as appetite or vital signs. Also called flow charts or 
flow sheets 

b. The action of relaying information about a resident to the nursing team members 
c. ! ǿǊƛǘǘŜƴ ƳŜǘƘƻŘ ƻǊ ƻǳǘƭƛƴŜ ƛŘŜƴǘƛŦȅƛƴƎ ǊŜǎƛŘŜƴǘΩǎ ƴŜŜŘǎ ŀƴŘ Ƙƻǿ ƘŜŀƭǘƘ ǿƻǊƪŜǊǎ ǿƛƭƭ ŀǎǎƛǎǘ them in 

meeting those needs 
d. A legal document that is written record of all residents care and observations 

 
9. _______ Chart 

a. A legal document that is written record of medical care 
b. The action of relaying information about a resident to the nursing team members 
c. CƻǊƳ ǘƻ ƳƻƴƛǘƻǊ ƻƴƎƻƛƴƎ ǊŜǎƛŘŜƴǘΩǎ ƻōǎŜǊǾŀǘƛƻƴǎ ǎǳŎƘ ŀǎ ŀǇǇŜǘƛǘŜ ƻǊ Ǿƛǘŀƭ ǎƛƎƴǎΦ !ƭǎƻ ŎŀƭƭŜŘ Ŧƭƻǿ ŎƘŀǊǘǎ ƻǊ 

flow sheets 
d. ! ǿǊƛǘǘŜƴ ƳŜǘƘƻŘ ƻǊ ƻǳǘƭƛƴŜ ƛŘŜƴǘƛŦȅƛƴƎ ǊŜǎƛŘŜƴǘΩǎ ƴŜŜŘǎ ŀƴŘ Ƙƻǿ ƘŜŀƭǘƘ ŎŀǊŜ ǿƻǊƪŜǊǎ ǿƛƭƭ ŀǎǎƛǎǘ ǘƘŜƳ 

 
10. _______ Cyanosis 

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

 
11. _______ Basic Human Needs 

a. !ƴ ƛƴŘƛǾƛŘǳŀƭΩǎ ƻǇƛƴƛƻƴ ƻŦ ƘƛƳκƘŜǊǎŜƭŦ 
b. Requirements everyone needs for life that may be achieved by different methods 
c. Physical changes that occur in the body; increase in size, values and strength 
d. The increase in mental, emotional and social capabilities 
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12. _______ Confidentially 

a. Standard of behavior and moral judgment to evaluate right and wrong 
b. Duties and responsibilities involved in a work position 
c. Not sharing spoken and/or written words about a resident 
d. Acceptable manners or social behavior in public or work places 

 
13. _______ Race 

a. Classification of people according to shared physical characteristics such as skin color, facial features, 
blood type or hair texture 

b. Placing members of a group of people into a category with the assumption that all are the same 
c. 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 
d. Differences among people that include race, culture, gender, age and abilities 

 
14. _______ Body Language 

a. The exchange of information or messages by written or spoken word, signals or other methods 
b. Use of body and facial positions and movement to send a message, The person may or may not be aware 

of the message sent 
c. Messages sent by methods other than spoken or written word such as facial expressions and body 

movements 
d. One who gets the message 

 
15. _______ Ax 

a. Active Range of Motion 
b. As desired 
c. Axillary 
d. As evidenced by 

 
16. _______ AEB 

a. American Education 
b. As evidenced by 
c. As desired 
d. Blood pressure 

 
17. _______ BRP 

a. Bowel Movement 
b. Myocardial Infarction 
c. Blood Pressure 
d. Bathroom Privileges 

 
18. _______ NPO 

a. Nothing oral 
b. Nothing by mouth 
c. No known allergies 
d. Right eye 
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19. _______ CMS 

a. Color, muscle, senses 
b. Color, motion, sensitivity 
c. Color, circulation, motion, sensitivity 
d. Motion, circulation, sensitivity 

 
20. _______ V.S. 

a. Treatment 
b. Without 
c. Vital signs 
d. Wheel chair 

 
21. _______ q.d 

a. Every other day 
b. Every 
c. Questions daily 
d. Every day 

 
22. _______ Sx 

a. Stand by 
b. Symptoms 
c. Signs 
d. Rectal 

 
23. _______ Peri 

a. Perineal 
b. Physical therapy 
c. Passive motions 
d. As needed 

 
24. _______ HOB 

a. Hard of hearing 
b. Out of bed 
c. Head of bed 
d. Both eyes 

 
25. _______ a.c. 

a. After meals 
b. After complains 
c. Before meals 
d. All clients 
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Multiple Choice:  Write the letter of the best answer in the space provided. 
 
1. _______ Person living in a long term care facility, often elderly; may be a permanent home for the person is 

called: 
a. Resident 
b. Patient 
c. Client 
d. Doctor 

 
2. _______ The duties and responsibilities involved in a work position is: 

a. Team work 
b. Job description 
c. Chain of command 
d. Ethics 

 
3. _______ 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 

 
4. _______ Differences among people that include race, culture, gender, age and abilities: 

a. Culture 
b. Race 
c. Stereotyping 
d. Diversity 
 

5. _______ Messages sent by methods other than spoken or written words, such as facial expressions and body 
movements: 
a. Communication 
b. Body language 
c. Non-Verbal communication 
d. Receiver 
 

6. _______ CƻǊƳ ǘƻ ƳƻƴƛǘƻǊ ƻƴƎƻƛƴƎ ƴǳǊǎƛƴƎ ŀǎǎƛǎǘŀƴŎŜ ƻōǎŜǊǾŀǘƛƻƴǎ ƻŦ ǊŜǎƛŘŜƴǘΩǎ ǎǳŎƘ ŀǎ ŀǇǇŜǘƛǘŜ ƻǊ Ǿƛǘŀƭ ǎƛƎƴǎΣ 
Also called flow charts or flow sheets: 
a. Care plan 
b. Chart 
c. Report 
d. Checklist 
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7. _______ A change in the body or function of the body that the resident experiences and tells the nursing 

team: 
a. Symptoms 
b. Signs 
c. Sender 
d. Report 

 
8. _______ {ǘŀǘŜƳŜƴǘ ƳŀŘŜ ōȅ ǘƘŜ ǊŜǎƛŘŜƴǘ ǎǳŎƘ ŀǎΣ άL ƘŀǾŜ ŀ ƘŜŀŘŀŎƘŜέΦ όŀ ǎȅƳǇǘƻƳύΥ 

a. Symptoms 
b. Objective observation 
c. Subjective observation 
d. Signs 

 
9. _______ Adjustments to life events that allow feelings of self-worth and comfort with life situations: 

a. Coping mechanisms 
b. Development 
c. Mental health 
d. Basic human needs 

 
10. _______ {ǘŀƴŘŀǊŘǎ ƻŦ ōŜƘŀǾƛƻǊ ŘŜǾŜƭƻǇŜŘ ōȅ ŀ ǇŜǊǎƻƴΩǎ ŎƻƴŎŜǇǘ ƻŦ ǊƛƎƘǘ ŀƴŘ ǿǊƻƴƎΥ 

a. Ethics 
b. Etiquette 
c. Culture 
d. Confidentiality 

 
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 residents for their 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. _______ !ŎƘƛŜǾŜƳŜƴǘ ƻŦ ƻƴŜΩs greatest potential abilities is called: 

a. Growth 
b. Self-esteem 
c. Self-actualization 
d. Development 

 
15. _______ A legal document that is written record of medical care: 

a. Checklist 
b. Chart 
c. Care plan 
d. Report 

 
16. _______ Axillary 

a. Ax 
b. Ay 
c. Al 
d. a.c. 

 
17. _______ Before meals 

a. p.c. 
b. a.c. 
c. b.m. 
d. ms 

 
18. _______ Complaints of 

a. Co 
b. C/O 
c. Cof 
d. C 

 
19. _______ Below Knee Amputation 

a. BKA 
b. BK 
c. BA 
d. AM 

 
20. _______ As desired 

a. PRN 
b. Ad lib 
c. As 
d. Asd 
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21. _______ No Known Allergies 

a. NA 
b. SKA 
c. NKA 
d. All 

 
22. _______ Three times a day 

a. Td 
b. TPR 
c. TLC 
d. t.i.d. 

 
23. _______ Tender Loving Care 

a. TC 
b. TLC 
c. TLO 
d. TL 

 
24. _______ Treatment 

a. T 
b. Tmt 
c. Tx 
d. Ts 

 
25. _______ Symptoms 

a. Sx 
b. Sy 
c. Sm 
d. Ss 
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-ÁÎÁÇÉÎÇ ,ÉÆÅȭÓ Challenges 
By Mental Health America  

 
aŜƴǘŀƭ ƘŜŀƭǘƘ ƛǎ ŀƴ ŜǎǎŜƴǘƛŀƭ ǇŀǊǘ ƻŦ ŜŀŎƘ ǇŜǊǎƻƴΩǎ 
overall health and wellness.  At times, we all face 
challenges that test 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.  For Example:  when stress 
ŘƻŜǎƴΩǘ ƭŜǘ ǳǇ ŀƴŘ ƛǎƴΩǘ ƳŀƴŀƎŜǎΣ ƛǘ Ŏŀƴ ƘŀǊƳ ȅƻǳǊ 
health and well-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 down, sad, nervous, angry or irritable.  
It can cause headaches, muscle tension, upset 
stomach nausea, dizziness or feelings of despair, and 
may cause you to eat more or eat less than normal. 
 
In the long-term, stress can raise your risk of high 
cholesterol, heart disease, diabetes and 
ǊŜǇǊƻŘǳŎǘƛǾŜ ǇǊƻōƭŜƳǎ ŀƴŘ ǿŜŀƪŜƴ ȅƻǳǊ ōƻŘȅΩǎ 
ability to fight disease.  It can also raise your risk of 
depression, which may in turn contribute to heart 
disease and diabetes.  In addition, stress can make it 
harder for you to recover 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. 
 
IŜŀƭǘƘȅ LŘŜŀǎ ǘƻ aŀƴŀƎŜ [ƛŦŜΩǎ /ƘŀƭƭŜƴƎŜǎ 
²ƘŜƴ ǿŜΩǊŜ ǘǊȅƛƴƎ ǘƻ ƳŀƴŀƎŜ ƭƛŦŜΩs stressors, how 
we deal with these challenges can positively or 
negatively impact our mental health and our overall 
health and well-being.  Finding healthy ways to 
ƳŀƴŀƎŜ ƭƛŦŜΩǎ ŎƘŀƭƭŜƴƎŜǎ Ŏŀƴ ƭƻǿŜǊ ǘƘŜ Ǌƛǎƪ ƻŦ ƳŜƴǘŀƭ 
health and other health problems and help you feel 
better overall.  Here are some ideas to think about. 
 

 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 breathing, yoga, 
meditation or massage therapy. 

 

 Exercise.  Exercising relieves your tense muscles, 
improves your mood and sleep, and increases 
your energy and strength.  In fact, researchers 
say that exercise eases symptoms of anxiety and 
depression.  You may not even need to exercise 
intensely to get the benefits of activity.  Try 
taking a brisk walk or use a stationary bike.  See 
what it takes for you to feel better. 

 

 Connect with others.  ̧ ƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƻ ŎƻǇŜ 
with stress or other issues on your own.  Talking 
to a trusted 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 from the stresses of the day.  Try to 
get seven to nine hours of sleep every night.  
Visit the Sleep Foundation at 
www.sleepfoundation.org for tips on getting a 
ōŜǘǘŜǊ ƴƛƎƘǘΩǎ ǎƭŜŜǇΦ 

 

 Help others.  Helping others builds social 
networks, improves self-esteem and can give 
you a sense of purpose and achievement. 

 

 Know your limits.  Let others know them, too.  If 
ȅƻǳΩǊŜ ƻǾŜǊǿƘŜƭƳŜŘ ŀǘ ƘƻƳŜ ƻǊ ǿƻǊƪΣ ƻǊ ǿƛǘƘ 
friends, ƭŜŀǊƴ Ƙƻǿ ǘƻ ǎŀȅ άƴƻΦέ  Lǘ Ƴŀȅ ŦŜŜƭ  

 

 
 

http://www.sleepfoundation.org/
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uncomfortable  
at first, so 
practice saying 
άƴƻέ ǿƛǘƘ ǘƘŜ 
people you 
trust most. 

 

 Keep a 
journal.   
Writing down 
your thoughts can be a great way to work 
through issues.  Some researchers have reported 
that writing about painful events can reduce 
stress and improve health.  You can also track 
your sleep to help you identify any triggers that 
make you feel more anxious. 

 

 Watch your negative self-talk.  Try not to put 
yourself down. For Example:  ƛŦ ȅƻǳ ŘƻƴΩǘ ƳŀƪŜ ƛǘ 
to the gym this wŜŜƪΣ ŘƻƴΩǘ Ŏŀƭƭ ȅƻǳǊǎŜƭŦ ƭŀȊȅΦ 
Instead think about the specific factor that may 
have kept you from going to the gym.  άL ǿŀǎƴΩǘ 
able to work out because I had to work late 
hours this week, but next ǿŜŜƪΣ LΩƭƭ ƳŀƪŜ ƛǘ ŀ 
ǇǊƛƻǊƛǘȅ ǘƻ ƎƻΦέ ¢ƘŜ ǇǊƻōƭŜƳ ƛǎ temporary and 
can be overcome. 

 

 Get involved in spiritual activities.  Studies have 
shown that religious involvement and spirituality 
are associated with better health outcomes, 
such as greater coping skills, less anxiety and a 
lower risk of depression. Spirituality may provide 
a sense of hope, meaning and purpose in life, a 
way to understand suffering and illness, and a 
connection with others.  Religious and spiritual 
practices, such as prayer and meditation, can 
evoke positive emotions that can lead to better 
health. 

 

 Write down three good things that happen to 
you each day for a week.  Also write down why 
each good thing happened. Thinking about the 
good things in your life and expressing gratitude 
may actually help you feel happier.  Remember, 
ƛǘΩǎ hY ǘƻ ŀǎƪ for help. If you feel overwhelmed 
or unable to cope, consider contacting a mental 
health professional. 

 

 
For a referral to local services, contact your local 
Mental Health America affiliate or the Mental Health 
America national office at 1-800-969-6642.  You can 
also visit www.mentallhealthamerica.net.  If ȅƻǳΩǊŜ 
in a crisis, call the National Suicide Prevention 
Lifeline at 1-800-273-TALK (8255). 
 
 

De-Stress Through Deep Breathing 
Deep breathing is a great way to de-stress. It actually 
ŎƘŀƴƎŜǎ ȅƻǳǊ ōǊŀƛƴΩǎ ŎƘŜƳƛŎŀƭ ōŀƭŀƴŎŜ ǘƻ ŎŀƭƳ ȅƻǳ 
ŘƻǿƴΦ IŜǊŜΩǎ Ƙƻǿ ǘƻ Řƻ ƛǘΥ 
 
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 four while you exhale through 

your mouth.  To control how fast you exhale, 
ǇǳǊǎŜ ȅƻǳǊǎ ƭƛǇǎ ƭƛƪŜ ȅƻǳΩǊŜ ƎƻƛƴƎ ǘƻ ǿƘƛǎǘƭŜΦ  
Your stomach will slowly fall. 

5. Do this a few times. 
 

 
 
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 
America at www.mentalhealthamerica.net 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.mentallhealthamerica.net/
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Stress 
 
 
Mental HŜŀƭǘƘ !ƳŜǊƛŎŀ ƛǎ ǘƘŜ ŎƻǳƴǘǊȅΩǎ ƭŜŀŘƛƴƎ ƴƻn-profit dedicated to helping ALL people live mentally healthier 
ƭƛǾŜǎΦ  ²Ŝ ǿƛƭƭ ōŜ ǳǎƛƴƎ ƛƴŦƻǊƳŀǘƛƻƴ ŦǊƻƳ ǘƘŜƛǊ ŀǊǘƛŎƭŜ ǘƻ ƭŜŀǊƴ ƳƻǊŜ ŀōƻǳǘ ǎǘǊŜǎǎΦ  ¸ƻǳΩƭƭ ƭŜŀǊƴ ǎǳŎƘ ǘƘƛƴƎǎ ŀǎ ǘƘŜ 
signs of stress and how to manage stress. 
 
Please read through the fact sheet MaƴŀƎƛƴƎ [ƛŦŜΩǎ /ƘŀƭƭŜƴƎŜǎ then answer the questions. 
 
 
1. ψψψψψψψ ƛǎ ŀƴ ŜǎǎŜƴǘƛŀƭ ǇŀǊǘ ƻŦ ŜŀŎƘ ǇŜǊǎƻƴΩǎ ƻǾŜǊŀƭƭ 

health and wellness. 
 
2. {ǘǊŜǎǎ Ŏŀƴ ǿŜŀƪŜƴ ȅƻǳǊ ōƻŘȅΩǎ ŀōƛƭƛǘȅ ǘƻ ψψψψψψψ Φ 

 
3. Reading a book or deep breathing can help you 

_______ . 
 

4. _______ eases symptoms of anxiety and depression. 
 

5. LǘΩǎ ǊŜŎƻƳƳŜƴŘŜŘ ǘƘŀǘ ǿŜ ƎŜǘ ψψψψψψψ ǘƻ ƴƛƴŜ  
hours of sleep each night. 

 
6. Learn to say _______ ! 

 
7. Writing about painful events can _______ and improve 

health. 
 

8. _______ may provide a sense, meaning, and purpose. 
 

9. _______ actually changes your brain chemical balance  
to clam you down. 

 
10. LǘΩǎ ƻƪ ǘƻ ψψψψψψψ Φ 
 
 
 
 
 
 
 
 
 
 
 
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 America at www.mentalhealthamerica.net 

A. exercise 
 

B. fight disease 
 

C. no 
 

D. deep breathing 
 

E. spirituality 
 

F. mental health 
 

G. seven 
 

H. ask for help  
 

I. reduce stress 
 

J. relax your mind 

http://www.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 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. 
 
LŦ ȅƻǳΩǊŜ ŦŜŜƭƛƴƎ ƻǾŜǊǿƘŜƭƳŜŘ ōȅ ǎǘǊŜǎǎΣ ȅƻǳΩǊŜ ƴƻǘ ŀƭƻƴŜΦ Lƴ ŦŀŎǘ ŀ нллт ǎǳǊǾŜȅ ƻŦ !ƳŜǊƛŎŀƴǎ ŦƻǳƴŘ ǘƘŀǘ ƻƴŜ-third 
of people are living with extreme stress.1 DŜǘ ŎƻƴƴŜŎǘŜŘ ǘƻ Ƙƻǿ ȅƻǳΩǊŜ ŦŜŜƭƛƴƎ ŀƴŘ ƭŜŀǊƴ ŀōƻǳǘ ǘƘŜ ŜŦŦŜŎǘǎ ƻŦ 
stress on your whole body. 
Stress can be toxic to your body! 

 
 
Are you experiencing the signs of stress? 

 Feeling angry, irritable or easily frustrated 
 Feeling overwhelmed 
 Change in eating habits 
 Problems concentrating 
 Feeling nervous or anxious 
 Trouble sleeping 
 Problems with memory 
 Feeling burned out from work 
 FeelƛƴƎ ǘƘŀǘ ȅƻǳ ŎŀƴΩǘ ƻǾŜǊŎƻƳŜ ŘƛŦŦƛŎǳƭǘƛŜǎ ƛƴ ȅƻǳǊ ƭƛŦŜ 
 Having trouble functioning in your job or personal life 

 
LŦ ȅƻǳΩǊŜ ƘŀǾƛƴƎ ŀƴȅ ƻŦ ǘƘŜǎŜ ǎȅƳǇǘƻƳǎΣ ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƘŀǘ ȅƻǳ ǘŀƪŜ ŎŀǊŜ ƻŦ ȅƻǳǊǎŜƭŦΦ ¢ƘŜǊŜ ŀǊŜ ƘŜŀƭǘƘȅ ǎǘŜǇǎ ȅƻǳ 
can take to stay well when youΩǊŜ ǎǘǊŜǎǎŜŘΣ ƭƛƪŜ ŎƻƴƴŜŎǘƛƴƎ ǘƻ ǇŜƻǇƭŜ ŎƭƻǎŜ ǘƻ ȅƻǳΣ ƎŜǘǘƛƴƎ ŜƴƻǳƎƘ ǎƭŜŜǇ ƻǊ ōŜƛƴƎ 
physically active. 
 
If you feel overwhelmed, unable to cope and feel as though your stress is affecting how you function every day, it 
could be something more, like depressƛƻƴ ƻǊ ŀƴȄƛŜǘȅΦ 5ƻƴΩǘ ƭŜǘ ƛǘ Ǝƻ ǳƴŎƘŜŎƪŜŘΦ /ƻƴǘŀŎǘ ȅƻǳǊ ƘŜŀƭǘƘ ŎŀǊŜ ǇǊƻǾƛŘŜǊΦ  

http://www.mentalhealthamerica.net/go/mental-health-month/stress-know-the-signs#1
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For a referral to local services, contact your local Mental Health America affiliate or Mental Health America at 
800-969-6642 or visit www.mentalhealthamerica.net  
 
For help finding treatment, support groups, medication information, help paying for your medications, your local 
Mental Health America affiliate, and other mental health-related services in your community, please click here to 
access our Frequently Asked Questions and Answers. If you or someone you know is in crisis now, seek help 
immediately. Call 1-800-273-TALK (8255) to reach 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://www.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 America at www.mentalhealthamerica.net 
 

http://www.mentalhealthamerica.net/
http://www.mentalhealthamerica.net/go/faqs/
http://www.mentalhealthamerica.net/
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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 sheet Stress:  Know the Signs, complete 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 
 

 
 
Reproductive System 
 

 
 
Immune System 
 

 
 
 
 
 

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 America at www.mentalhealthamerica.net

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

http://www.mentalhealthamerica.net/
http://www.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 stress.1 

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, parenting, or major 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 providing a sense of 
belonging, self-worth and security. 
 
Here are some tips to help you create, keep and strengthen vital 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 successful at building strong 
connections if you create a workable plan. 
 

 Make a short list of friends and family members who are supportive and positive. Also include a list of 
people you feel the need to stay in touch with regularly such as parents, close friend or adult child who 
lives far away, or an aging relative who lives alone. 

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

 Share what's on your mind honestly and openly. Talk about your concerns in a straight-forward way, 
but try to keep it constructive. Try to be direct about what you need - for example a sympathetic ear, 
help solving a problem, a fresh perspective, new ideas or a good laugh. Don't hesitate to ask for help. 

 When you talk, also listen. Check 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 people think about 
your situation, and show them you value their opinion - listen and respond. 

 Make social plans. Create opportunities to strengthen your relationships with fun things that both 
parties enjoy. Looking forward to special activities boosts our spirits, gives us energy and makes us more 
productive. 

 
You may find that among people you hardly know, one or more can become trusted friends you can rely onτand 
supportτin good times and bad. Even if you feel that you're so busy you don't have time to keep up with family 
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, people in 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 connections for your emotional 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 community 
organizations that bring people together who share the same interests. For instance, many communities have 
ƭƻŎŀƭ ōƛƪƛƴƎΣ ƘƛƪƛƴƎ ƻǊ ǿŀƭƪƛƴƎ ƎǊƻǳǇǎΦ Lǎ ǘƘŜǊŜ ǎƻƳŜǘƘƛƴƎ ȅƻǳΩǾŜ ŀƭǿŀȅǎ ǿŀƴǘŜŘ ǘƻ Řƻ ƭƛƪŜ ƭŜŀǊƴƛƴƎ ŀ ƴŜǿ 
language? Take a class, or join a local group. You also may find the support you need through local support groups 
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ŦƻǊ ŀ ǎǇŜŎƛŦƛŎ ƛǎǎǳŜ ƭƛƪŜ ǇŀǊŜƴǘƛƴƎΣ ŘŜŀƭƛƴƎ ǿƛǘƘ ŀ ƘŜŀƭǘƘ ǇǊƻōƭŜƳΣ ƻǊ ŎŀǊƛƴƎ ŦƻǊ ŀ ƭƻǾŜŘ ƻƴŜ ǿƘƻΩǎ ƛƭƭΦ hǊ ŎƻƴǎƛŘŜǊ 
volunteering with a community organization that helps fill a need. Here are some tips to make sure your volunteer 
experience works for you ς and does not become an additional source of stress: 
 

 Get the right match. Think about what kind of work you like to do, 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 
especially 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 probably a volunteer opportunity to make a 
great contribution in your community. Volunteering will help you build strong connections with 
othersτa proven way to protect your mental health. 

 Make it count. You want your volunteer time to make a difference, so ask questions to 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 information and guidance when needed. 

 Find a connection. To find a volunteer positƛƻƴ ǘƘŀǘΩǎ ǊƛƎƘǘ ŦƻǊ ȅƻǳΣ ŎƻƴǘŀŎǘ ȅƻǳǊ ǾƻƭǳƴǘŜŜǊ ŎŜƴǘŜǊΦ [ƻƻƪ 
ƛƴ ǘƘŜ ¸Ŝƭƭƻǿ tŀƎŜǎ ǳƴŘŜǊ ά±ƻƭǳƴǘŜŜǊ /ƭŜŀǊƛƴƎƘƻǳǎŜέ ƻǊ ά±ƻƭǳƴǘŜŜǊ /ŜƴǘŜǊΣέ ƻǊ ŎƻƴǘŀŎǘ ȅƻǳǊ Ŏƛǘȅ ƻǊ 
county information line to ask for a referral to a volunteer coordinator service in your area. 

 
Connect To Professional Help  
²ƛǘƘ ǘƻŘŀȅΩǎ ƘŜŎǘƛŎ ǇŀŎŜΣ ƛǘΩǎ ƴƻǊƳŀƭ ǘƻ ŦŜŜƭ ǎƻƳŜ ǎǘǊŜǎǎΦ .ǳǘ ƘŀǾƛƴƎ ŎƘǊƻƴƛŎ ǎǘǊŜǎǎ Ŏŀƴ ƭŜŀŘ ǘƻ ŀ ƴǳƳōŜǊ ƻŦ 
problems: 
 

 Headaches, feelings of despair, lack of energy, sadness, nervousness, anger, irritability  
 Increased or decreased eating  
 Trouble concentrating, memory problems, trouble sleeping  
 Mental health problems, such as panic attacks, anxiety disorders and depression  
 A lowered ability to fight or recover from illness  
 Acne and other skin problems  
 Muscle aches and tension  
 Faster heartbeat and rise in blood pressure; increased risk of high cholesterol and heart attack  
 Nausea, stomach pain, heartburn, diarrhea, constipation  
 For women, irregular or more painful periods and reduced sexual desire  
 For men, impotence, lower sperm production, reduced sexual desire 

 
²ŀǘŎƘ ƻǳǘ ŦƻǊ ǘƘŜǎŜ ŎƘŀƴƎŜǎ ƛƴ ȅƻǳǊ ōƻŘȅ ƛŦ ȅƻǳΩǾŜ ōŜŜƴ ǳƴŘŜǊ ǎǘǊŜǎǎ ŦƻǊ ŀ ƭƻƴƎ ǘƛƳŜΦ 
 
If you feel overwhelmed, unable to cope and feel as though your stress is affecting how you function every day, it 
could be ǎƻƳŜǘƘƛƴƎ ƳƻǊŜΣ ƭƛƪŜ ŘŜǇǊŜǎǎƛƻƴ ƻǊ ŀƴȄƛŜǘȅΦ 5ƻƴΩǘ ƭŜǘ ƛǘ Ǝƻ ǳƴŎƘŜŎƪŜŘΦ /ƻƴǘŀŎǘ ȅƻǳǊ ƘŜŀƭǘƘ ŎŀǊŜ ǇǊƻǾƛŘŜǊ 
for help. 
 
For help finding treatment, support groups, medication information, help paying for your medications, your local 
Mental Health America affiliate, and other mental health-related services in your community, please click here to 
access our Frequently Asked Questions and Answers. If you or someone you know is in crisis now, seek help 
immediately. Call 1-800-273-TALK (8255) to reach a 24 hour crisis center or dial 911 for immediate assistance. 

http://www.mentalhealthamerica.net/go/faqs/
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1American 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, no part of this document may be reproduced without 
written consent.  Used with permission from Mental Health America.  For additional information, see Mental 
Health America at www.mentalhealthamerica.net  
 

http://www.apa.org/releases/stressproblem.html
http://www.mentalhealthamerica.net/
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GooÄ &ÒÉÅÎÄÓ !ÒÅ 'ÏÏÄ &ÏÒ 9ÏÕÒ (ÅÁÌÔÈȢȱ 
 
 
The fact sheet from Mental Health America titled Building Social Support ς LǘΩǎ DƻƻŘ CƻǊ ¸ƻǳǊ IŜŀƭǘƘέ gives us 
tips on how to create, keep, and strengthen the connections in our lives.  Read the fact sheet, then complete the 
chart below by writing in friends, family members, or groups that are support and positive. 
 

Name of friend, family 
member or group. 

How you keep in touch? 
Ex. email, phone, in 
person 

What types of activities do 
you enjoy doing together? 

Have you spent time with 
them lately? 
Yes or No 
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The Power of People 

Four Kinds of People Who Can Change Your Life1 
By:  Verna Cornelia Price, PhD. 

 
 

We have two categories of people in our lives.  The first group we did not choose, such as parents, siblings, and 
relatives -these people are called Just Is.  Some people spend a whole lifetime wishing they had a different set of 
parents, siblings, and relatives.  Learn to learn from them.  Learn to think critically about what they teach you to 
do and what not to do with your life.  Just is people are in our lives for a purpose.  The key to living without 
regrets about your Just is ǇŜƻǇƭŜ ƛǎ ǘƻ ŀǎƪ ȅƻǳǊǎŜƭŦΣ ά²Ƙŀǘ ƘŀǾŜ L ƭŜŀǊƴŜŘΚέ  ¸ƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƻ ōŜ ŦǊƛŜƴŘǎ ǿƛǘƘ ȅƻǳǊ 
Just is people; 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 change the Just is people so we must learn to understand how they 
influence our lives and choose whether we want them to become Choice People. 

Adders bring positive influence into your life without attaching strings.  They add to your life not for self 
gratification, self-promotion, or to use you because they genuinely care about you as a person and want to 
empower you to reach your fullest potential.  An Adder likes to see you become a positive, powerful person. 
When an adder sees areas in your life that are missing, lacking, 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 you grow, mature and increase your determination and are great encouragers. 

Subtractors 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, Subtractors are often 
insecure, sad and bitter people who are afraid and intimidated by the gifts and talents that others bring to the 
world.  Subtractors work to strip you of your confidence, resources, joy, peace, and self-esteem in a very 
structured way.  Some Subtractors destroy you little by little until one day you realize that your life is almost 
ŜƳǇǘȅΦ  {ǳōǘǊŀŎǘƻǊǎ ŘƻƴΩǘ ǊŜŀƭƭȅ ŎŀǊŜ ŀōƻǳǘ ǿƘƻ ȅƻǳ ŀǊŜΤ ƻƴƭȅ ŀōƻǳǘ ǿƘŀǘ ȅƻǳ ƘŀǾŜ ǘƘŀǘ ǘƘŜȅ Ŏŀƴ ǘŀƪŜ ŀƴŘ ǳǎŜ ŦƻǊ 
them.  Their goal is to make themselves feel better by taking away from others 

Dividers - Have you ever ƳŜǘ ǘǊƛŎƪȅ ǇŜƻǇƭŜΚ  tŜƻǇƭŜ ȅƻǳ Ƨǳǎǘ ŎŀƴΩǘ ǎŜŜƳ ǘƻ ŦƛƎǳǊŜ ƻǳǘΚ  tŜƻǇƭŜ ǿƘƻ ŦƻǊ ƴƻ 
apparent reason really want to be your friend?  They often show an unnatural passion for wanting to be around 
you and immediately begin to take up space in your life. At first you may be amazed that he/she has taken such 
interest in you.  Then as time passes he/she becomes demanding,  wants to be around you all the time; gets upset 
if you want to be with other people  and may dictate how and who you spend your time with.  They may take up 
al your time and energy.  You 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?  Dividers are notorious for great starts in building relationships, 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, expand and increase you!  Most multipliers find great joy in 
ƘŜƭǇƛƴƎ ƻǘƘŜǊǎΣ ōǳǘ ǘƘŜȅ ŘƻƴΩǘ Ǝƻ ŀǊƻǳƴŘ ŀƴƴƻǳƴŎƛƴƎ ǘƘŀǘ ǘƘŜȅ ŀǊŜ ƳǳƭǘƛǇƭƛŜǊǎΦ 

 
1. List three examples of people in your life that fit each category. 
2. What affect or influence does each person have on your life? 
3. [ƛǎǘ Ƙƻǿ ȅƻǳ Ƴŀȅ ōŜ ŀƴ !ŘŘŜǊ ƛƴ ǎƻƳŜƻƴŜΩǎ ƭƛŦŜΣ ŀ {ǳōǘǊŀŎǘƻǊ ƛƴ ǎƻƳŜƻƴŜΩǎ ƭƛŦŜΣ ŀ 5ƛǾƛŘŜǊ ƛƴ ǎƻƳŜƻƴŜΩǎ ƭƛŦŜ 
ŀƴŘ ŀ aǳƭǘƛǇƭƛŜǊ ƛƴ ǎƻƳŜƻƴŜΩǎ ƭƛŦŜΦ 

                                                           
1
 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 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 journaling compares to 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 
 Ŏƭŀǎǎ ƻƴ ǘƛƳŜΣ ŘƛŘƴΩǘ Ǌǳƴ ƻǳǘ ƻŦ Ǝŀǎ ƻƴ ǘƘŜ ǿŀȅ ǘƻ ŎƭŀǎǎΣ ŜǘŎΦύ 
 

AND 
 
Iƻǿ ŘƛŘ ǘƻŘŀȅΩǎ Ŏƭŀǎǎ make you feel? 
 

OR 
 
LƴǎǘǊǳŎǘƻǊΩǎ vǳŜǎǘƛƻƴ ƻŦ /ƘƻƛŎŜ 
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Materials  
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Check In Process 
 
 
Directions: 

 Pass the Check In sheet around. 

 Put your name, the date and time in the spaces provided. 

 Your instructor will keep all the Check In 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 
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Answer Sheet ɀ Quiz I (A) and Quiz I ( B) 
 
 

There are two quizzes [Quiz I (A) and Quiz I (B)] in case a student needs to re-take a quiz. 

 

 
Quiz I (A) 
Answers 

 

  
Quiz I (B) 
Answers 

 
1. c 
2. a 
3. d 
4. b 
5. a 
6. d 
7. b 
8. c 
9. a 
10. d 
11. b 
12. c 
13. a 
14. b 
15. c 
16. b 
17. d 
18. b 
19. c 
20. c 
21. d 
22. b 
23. a 
24. c 
25. c 

 

  
1. b 
2. b 
3. b 
4. d 
5. c 
6. d 
7. a 
8. c 
9. c 
10. a 
11. c 
12. d 
13. a 
14. c 
15. b 
16. a 
17. b 
18. b 
19. a 
20. b 
21. c 
22. d 
23. b 
24. 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 Terminology Game A Call List.  The instructor needs to 
ƪŜŜǇ ǘǊŀŎƪ ƻŦ ǘƘŜ ǿƻǊŘǎ ƻǊ ŀōōǊŜǾƛŀǘƛƻƴǎ ǘƘŜȅ ƘŀǾŜ ŎŀƭƭŜŘΦ  ¢ƘŜ ƛƴǎǘǊǳŎǘƻǊ ǿƛƭƭ ƴŜŜŘ ǘƘŜǎŜ ǘƻ ǾŜǊƛŦȅ ŀ ǎǘǳŘŜƴǘΩǎ ŎŀǊŘ 
when they indicate they have a winning card. 
 
If a student has the word or abbreviation on their 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 word or abbreviation off their card. 
 
The instructor continues calling out words or abbreviations until a student calls out. 
 
²ƘŜƴ ŀ ǎǘǳŘŜƴǘ Ƙŀǎ ŎƻƳǇƭŜǘŜŘ ǘƘŜ ŘŜŦƛƴŜŘ ǇŀǘǘŜǊƴ ŀǎ ǎǘŀǘŜŘ ǿƘŜƴ ǘƘŜ ƎŀƳŜ ǎǘŀǊǘŜŘΣ ƘŀǾŜ ǘƘŜƳ Ŏŀƭƭ ƻǳǘ άLΩƳ 
ƎƻƛƴƎ ǘƻ ōŜ ŀ /b!έ ƻǊ ŀ ŘƛŦŦŜǊŜƴt phase the instructor has defined.  The instructor must then verify the win. 
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Key Terminology Game A ς Page 2 

 
Key Terminology Game Call List  

 
 

Game A 
Weight Wt  every day qd 

Water H2O  Vital Signs VS 

Solid Water Elimination Feces  Bed Sore Decubitis Ulcer 

Intake and Output I&O  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 MI  High blood pressure BP 

Every two hours q2h  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 O2 

Four times a day qid  Every day qd 

Prosthetic device Dentures  Activities of daily living ADL 

Three times a day tid  Shortness of breath SOB 

Wheel Chari w/c  cannot speak Aphasia 

The act of urinating Void  Height Ht 

Axillary A  Hour of 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 restriction fr  Bed rest BR 

milliliter ml  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 qid 

Remove, alert, confine, 
extinguish 

RACE  Vomit the contents of the stomach emesis 

force fluids ff  Walk Ambulate 

swelling Edema    
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Key Terminology Game  Key Terminology Game 

H2O w/c VS Aphasia Care Plan  q2h Coma Edmea NA/R Rt 

Feces HOH ff TPR hs  ASAP in. Peri Oz emesis 

Wt A CNA L Rt  Geriatrics Ferm CNA SH hs 

MI Germ RACE Prosthesis pc  H2O fr PT Prosthesis Mental 

DNR fr Limbs O2 BR  BM HOH ml 
Hyper-
tension 

A.M. 

 
 

Key Terminology Game  Key Terminology Game 

H2O R ml O2 hs  I&O Dentures VS NA/R LPN 

q2h qid q ac Ambulate  H2O A 
Decubitis 

Ulcer 
ADL hs 

ff Dentures CNA qd BR  q2h Coma CNA qd Ambulate 

DNR HOH Peri Prosthesis Rt  DNR in. ml 
Hyper-
tension 

BP 

PROM Germ Abd Oz pc  Feces PRN Limbs SOB BR 
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Key Terminology Game  Key Terminology Game 

Wt tid 
Decubitis 

Ulcer 
SH A.M.  BM Dentures PB Oz LPN 

Feces R PB qd q4h  ASAP Void Abd Na/R pc 

Geriatrics w.c CNA ADL Care Plan  Wt in. CNA L Ambulate 

ASAP fr VS Ht emesis  ff PRN Rt Aphasia A.M. 

ASAP A Abd ac cc  I&O Coma 
Decubitis 

Ulcer 
qd emesis 

 
 

Key Terminology Game  Key Terminology Game 

ff Dentures PT NA/R A.M.  Wt in. PT L LPN 

I&O w/c Peri ac Care Plan  DNR A qd TPR cc 

ASAP Coma CNA SH Ambulate  PROM Germ CNA Oz pc 

MI fr VS Aphasia cc  Lb qid Edema ac emesis 

q2h Amb q Oz Rt  ff Coma PB SH BR 
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Key Terminology Game  Key Terminology Game 

ASAP Void Peri L pc  Geriatrics fr PT Ht BP 

Feces Coma ff Prosthesis q4h  I&O in. ml NA/R BR 

BM R CNA ac BP  q2h w/c CNA SOB emesis 

Lb in. PB NA/R Ambulate  DNR qid VS SH 
Hypo-

tension 

Wt A Edema qd Rt  Feces HOH ff ac pc 

 
 

Key Terminology Game  Key Terminology Game 

q2h Dentures ff qd Mental  Geriatrics Germ 
Decubitis 

Ulcer 
Ht 

Hypo-
tension 

ASAP Germ q NA/R Ambulate  ff A VS SH Mental 

PROM w/c CNA ac 
Hypo-

tension 
 ASAP tid CNA NA/R Rt 

ASAP A Rt L BP  Lb HOH RACE qd BR 

Geriatrics Amb RACE O2 q4h  q2h qid ml TPR A.M. 
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Key Terminology Game  Key Terminology Game 

Feces PRN Rt L Rt  ASAP Germ Peri Prosthesis pc 

Lb fr PB O2 q4h  PROM Coma q NA/R BR 

ASAP Amb CNA qd LPN  BM A CNA Oz q4h 

DNR A ff Prosthesis Mental  ASAP R ml TPR Care Plan 

q2h Germ Limb SOB BP  I&O HOH Abd SH BP 

 
 

Key Terminology Game  Key Terminology Game 

DNR w/c Edema TPR Rt  Lb R Peri SH Rt 

I&O tid q 
Hyper-
tension 

BR  Wt A RACE TPR hs 

ASAP Dentures CNA Prosthesis hs  ASAP w/c CNA 
Hyper-
tension 

LPN 

Lb HOH 
Decubitis 

Ulcer 
Aphasia A.M.  q2h Void PT L BR 

Feces in. Rt ac q4h  PROM HOH qd ac Ambulate 
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Key Terminology Game  Key Terminology Game 

BM Germ ml Prosthesis q4h  ASAP A q qd cc 

Lb Amb Abd L Rt  PROM in. ff NA/R emesis 

MI tid CNA SH 
Hypo-

tension 
 DNR Void CNA 

Hyper-
tension 

LPN 

ff Coma Peri SOB pc  Wt fr 
Decubitis 

Ulcer 
Prosthesis Ambulate 

DNR Dentures RACE Aphasia hs  H2O w/c qd Ht BP 

 
 

Key Terminology Game  Key Terminology Game 

MI Amb PB ac LPN  BM Coma ml qd Rt 

Wt qid q 
Hyper-
tension 

BP  DNR A PB SH LPN 

DNR R CNA TPR pc  I&O HOH CNA O2 A.M. 

H2O fr Abd qd hs  H2O in. ff ac pc 

Lb HOH Edema SH cc  Geriatrics Germ Peri 
Hyper-
tension 

Ambulate 
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Key Terminology Game  Key Terminology Game 

ff Amb RACE NA/R hs  H2O Void VS L emesis 

Lb A PB qd Rt  ASAP R Abd NA/R A.M. 

ASAP R CNA Aphasia pc  MI Coma CNA SH BR 

PROM tid Peri Prosthesis Care Plan  Geriatrics w/c Limbs Oz Rt 

Feces PRN ff L BR  Lb A 
Decubitis 

Ulcer 
Hyper-
tension 

Hypo-
tension 

 
 

Key Terminology Game  Key Terminology Game 

Wt Amb 
Decubitis 

Ulcer 
qd Hyp-tension  MI fr 

Decubitis 
Ulcer 

Oz emesis 

MI in. q Aphasia BR  Lb A Rt Aphasia cc 

LB PRN CNA ac emesis  BM Coma CNA TPR hs 

Feces w/c ml NA/R LPN  DNR tid VS qd A.M. 

Geriatrics fr PT SOB Mental  q2h PRN PB SH Rt 
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Key Terminology Game  Key Terminology Game 

Geriatrics PRN ff NA/R 
Hypo-

tension 
 ASAP w/c 

Decubitis 
Ulcer 

TPR hs 

Lb Coma Abd SH Rt  I&O Dentures ml NA/R A.M. 

H2O fr CNA qd emesis  ASAP in. CNA O2 Rt 

I&O Germ VS TPR BP  H2O tid q Aphasia Ambulate 

ASAP tid 
Decubitis 

Ulcer 
L cc  DNR qid Edema L emesis 

 
 

Key Terminology Game  Key Terminology Game 

Feces Void qd ADL BR  ASAP HOH Limbs TPR BP 

Wt Dentures q Oz LPN  ff Amb Rt ADL 
Hypo-

tension 

ASAP tid CNA SOB Ambulate  DNR Germ CNA Prosthesis cc 

BM PRN Limbs TPR emesis  Lb PRN q L A.M. 

ASAP in. RACE Ht A.M.  ASAP Coma PT ac Ambulate 
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Key Terminology Game  Key Terminology Game 

Lb in. q 
Hyper-
tension 

cc  Feces HOH ff O2 Mental 

Geriatrics fr Edema TPR Rt  I&O R q NA/R BP 

ff qid CNA ADL BR  Lb qid CNA SOB hs 

H2O PRN 
Decubitis 

Ulcer 
L LPN  BM Coma Edema SH emesis 

ASAP Amb Limbs NA/R q4h  ff w/c PB Oz Rt 

 
 

Key Terminology Game  Key Terminology Game 

I&O Germ VS Ht cc  q2h Amb ff Prosthesis cc 

q2h qid Peri Oz Care Plan  H2O HOH RACE 
Hyper-
tension 

hs 

Feces R CNA O2 LPN  PROM tid CNA Oz BR 

H2O A qd Prosthesis q4h  I&O Void Edema Aphasia emesis 

Wt fr Rt 
Hyper-
tension 

BR  Lb qid VS ADL pc 
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Key Terminology Game  Key Terminology Game 

DNR HOH VS O2 LPN  DNR tid ff SH Care Plan 

ff fr qd L Rt  MI Dentures Abd NA/R BR 

Feces Germ CNA ac Ambulate  ASAP Amb CNA Ht BP 

Geriatrics Void Edema qd 
Hypo-

tension 
 q2h fr RACE qd LPN 

I&O Amb Abd Prostehsis BR  Feces Germ Rt O2 Rt 

 
 

Key Terminology Game  Key Terminology Game 

ff tid RACE SOB emesis  DNR A PB ADL cc 

Wt PRN Peri 
Hyper-
tension 

LPN  Lb HOH 
Decubitis 

Ulcer 
SH Ambulate 

q2h fr CNA ADL hs  Feces w/c CNA ac hs 

ASAP HOH PB L 
Hypo-

tension 
 Wt Germ Rt Oz Rt 

PROM qid Edema NA/R A.M.  q2h fr ml SOB pc 
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Key Terminology Game  Key Terminology Game 

Wt qid PT SOB Ambulate  I&O A ml NA/R q4h 

Geriatrics HOH Edema Prosthesis Rt  Feces Germ PT qd emesis 

PROM fr CNA Oz Mental  ASAP HOH CNA Oz pc 

ASAP tid ml qd A.M.  Lb qid Limbs L Rt 

H2O in. PB ADL 
Hypo-

tension 
 ASAP Dentures 

Decubitis 
Ulcer 

ADL Ambulate 

 
 

Key Terminology Game  Key Terminology Game 

PROM tid Limbs SH Ambulate  ff PRN RACE L hs 

q2h in. Peri ac BR  Geriatrics HOH 
Decubitis 

Ulcer 
Hyper-
tension 

Mental 

Wt qid CNA Ht Rt  Lb Amb CNA SH cc 

BM PRN ff Oz BP  H2O Dentures Peri qd A.M. 

I&O w/c PT 
Hyper-
tension 

A.M.  ASAP Germ qd NA/R LPN 
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Key Terminology Game  Key Terminology Game 

ASAP Dentures Limbs qd BP  ff Germ Limbs Ht Ambulate 

Geriatrics Coma 
Decubitis 

Ulcer 
O2 Rt  Asap Dentures q qd pc 

I&O PRN CNA SH hs  DNR Coma CNA Aphasia Mental 

PROM Void q ADL Care Plan  MI tid ff Prosthesis BR 

BM fr VS ac A.M.  Lb fr 
Decubitis 

Ulcer 
L cc 

 
 

Key Terminology Game  Key Terminology Game 

Lb PRN Peri Oz Rt  Geriatrics qid Abd Aphasia pc 

H2O tid Limbs ac LPN  Wt HOH Rt O2 
Hypo-

tension 

ff Germ CNA L Care Plan  I&O Coma CNA L BP 

ASAP w/c ml O2 emesis  MI PRN ff TPR emesis 

PROM Void RACE TPR hs  ff A Edema qd A.M. 
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Key Terminology Game  Key Terminology Game 

q2h fr ff Ht BR  Lb qid Limbs Prosthesis pc 

Geriatrics Coma PB L Rt  q2h Germ ff qd Rt 

H2O Dentures CNA 
Hyper-
tension 

A.M.  Wt in. CNA SH BP 

ASAP qid RACE TPR LPN  ff fr VS ac Mental 

MI Germ q SOB Ambulate  ASAP Coma RACE NA/R q4h 

 
 

Key Terminology Game  Key Terminology Game 

ASAP HOH q TPR Care Plan  Feces tid Rt O2 pc 

q2h qid Limbs Oz BP  H2O HOH VS Aphasia LPN 

ff Void CNA Aphasia BR  BM Germ CNA qd q4h 

Wt PRN RACE SOB hs  I&O Amb 
Decubitis 

Ulcer 
NA/R hs 

PROM tid qd qd Rt  q2h Coma Limbs SOB emesis 
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Key Terminology Game  Key Terminology Game 

I&O qid ml Aphasia emesis  I&O Amb Rt SOB q4h 

Geriatrics Void 
Decubitits 

Ulcer 
qd Rt  PROM Void Abd qd BR 

Lb fr CNA Ht BR  Feces Dentures CNA TPR emesis 

DNR HOH Rt L Mental  q2h qid q 
Hyper-
tension 

Ambulate 

BM w/c ff ADL q4h  DNR Germ VS SH Mental 

 
 

Key Terminology Game  Key Terminology Game 

ac H2O qid Oz ff  Geriatrics Feces cc BP q2h 

w/c 
Hyper-
tension 

tid cc TPR  PROM w/c ml Rt A.M. 

PROM pc CNA fr VS  
Decubitis 

Ulcer 
Peri CNA ADL in. 

HOH Mental I&O q Ht  Amb Edema PB L LPN 

Limbs ASAP MI q4h Coma  qid emesis PRN Coma ff 
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Session 5 Lesson Plan 
 
 

Materials: Check In Process 
Memory Techniques 
Test Taking Skills 
Classroom and Study Skills Preparation 
What Is Your Preferred Learning Style? 
Multiple Intelligences Inventory  
Game: Abbreviations ς Instructions 
Skelton System 
Time to Journal 

Equipment/Supplies: Easel/whiteboard and markers ς Instructor provided 
3-Hole punch ς Instructor provided 
Spiral notebook ς Student provided 
2 Pencils ς Student provided 
1 Pen ς Student provided 
Flash cards ς Student provided 

3 Hours 

Style Time Activities 

V,K 5 minutes Check In Process 

V,A,K 5 minutes Memory Techniques 

V,A,K 20 minutes Test Taking Skills 

V,A,K 20 minutes Classroom and Study Skills Preparation 

V,A,K 45 minutes What is Your Preferred Learning Style? 

V,A,K 15 minutes BREAK 

V,A,K 30 minutes Instructions/Game ς Abbreviations 

A 30 minutes Skelton System 

V,A,K 10 minutes Time to Journal 
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Session 5 
Student 

Handouts
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Memory Techniques  
 
 
What is memory? 
The ability to recall or reproduce what you have learned, particularly through associations to previous experiences 
 
 
 
What is short term memory? 
The part of the brain where information is temporarily retained for immediate use 

-  Write an example of short-term memory information 
 
 
 
What is long-term memory? 
The part of the brain where information is retained for a longer period of time (days, months, years) 

-  Write an example of long-term memory information 
 
 
 
Memory Techniques 

Rewrite and organize your notes 

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:  HOMES ς Huron, 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 ls 
 
 
Test Preparation Tips 

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

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

 Go to the review.  Pay attention to hints the instructor may give about the test.  Take careful notes and 
ask questions about items you may be confused about. 

 Ask the instructor to specify the areas that will be emphasized on the test. 

 wŜǾƛŜǿ ƳŀǘŜǊƛŀƭΣ ǘƘŜ ǘŜȄǘōƻƻƪΣ Ŏƭŀǎǎ ƴƻǘŜǎΧ 

 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. 

 5ƻƴΩǘ ǘǊȅ ǘƻ Ǉǳƭƭ ŀƴ άall nighterΦέ  Get at least three hours of sleep before the test. 

 Try to show up at least five minutes before the test starts. 

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

 Go to the bathroom before walking into the exam room.   
 
Test Taking Tips 

 Bring at least two pens/pencils with good erasers, a calculator with spare batteries and any other 
resources your instructor allows you to bring. 

 Bring a watch to the test so that you can better pace yourself. 

 Keep a positive attitude throughout the whole test and try to stay relaxed.  If you start to feel nervous, 
take a few deep breaths to relax. 

 Keep your eyes on your own paper. 

 When you first receive your test, do a quick survey of the entire test so you know how to efficiently 
budget your time. 

 Do the easiest problems ŦƛǊǎǘΤ ŘƻƴΩǘ ǎǘŀȅ ƻƴ ŀ ǇǊƻōƭŜƳ ǘƘŀǘ ȅƻǳ ŀǊŜ ǎǘǳŎƪ ƻƴ, especially when time is a 
factor. 

 Do the problems that have the greatest point values first. 

 5ƻƴΩǘ ǊǳǎƘ, but pace yourself.  Read the entire question and look for keywords. 

 Ask the instructor for clariŦƛŎŀǘƛƻƴ ƛŦ ȅƻǳ ŘƻƴΩǘ ǳƴŘŜǊǎǘŀƴŘ a question on the test. 

 Write legibly.  IŦ ǘƘŜ ƎǊŀŘŜǊ ŎŀƴΩǘ ǊŜŀŘ ǿƘŀǘ ȅƻǳ ǿǊƻǘŜ, they will most likely mark it wrong. 

 Always read the whole question carefully.  DƻƴΩǘ ƳŀƪŜ ŀǎǎǳƳǇǘƛƻƴǎ ŀōƻǳǘ ǿƘŀǘ ǘƘŜ ǉǳŜǎǘƛƻƴ ƳƛƎƘǘ ōŜΦ 

 If yoǳ ŘƻƴΩǘ ƪƴƻǿ ŀƴ ŀƴǎǿŜǊ, skip it.  Go on with the rest of the test and come back to it later. 

 5ƻƴΩǘ ǿƻǊǊȅ ƛŦ ƻǘƘŜǊǎ ŦƛƴƛǎƘ ōŜŦƻǊŜ ȅƻǳΤ ŦƻŎǳǎ ƻƴ ǘƘŜ ǘŜǎǘ ƛƴ ŦǊƻƴǘ ƻŦ ȅƻǳΦ 

 When you are finished, if you have time left, look over your test.  Make sure you have answered all the 
questions.  Only change an answer if you misread or misinterpreted the question, because the first 
answer you put is usually the correct one. 

 Double check to make sure you put your first and last name on the test.
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Test Taking Skills ς Page 2 
 
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 answers.  This way, the choices 
ƎƛǾŜƴ ƻƴ ǘƘŜ ǘŜǎǘ ǿƻƴΩǘ ǘƘǊƻǿ ȅƻǳ ƻŦŦ ƻǊ ǘǊƛŎƪ ȅƻǳΦ 

 Eliminate answers ȅƻǳ ƪƴƻǿ ŀǊŜƴΩǘ ǊƛƎƘǘΦ 

 Read all the choices before choosing your answer. 

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

 5ƻƴΩǘ ƪŜŜǇ changing your answer.  Usually, your first choice is the right one, unless you misread or 
misinterpreted the question. 

 Lƴ ά!ƭƭ ƻŦ ǘƘŜ ŀōƻǾŜέ ŀƴŘ άbƻƴŜ ƻŦ ǘƘŜ ŀōƻǾŜέ ŎƘƻƛŎŜǎΣ ƛŦ ȅƻǳ ŀǊŜ ŎŜǊǘŀƛƴ ƻƴŜ ƻŦ ǘƘŜ ǎǘŀǘŜƳŜƴǘǎ ƛǎ ǘǊǳŜ, 
ŘƻƴΩǘ ŎƘƻƻǎŜ άbƻƴŜ ƻŦ ǘƘŜ ŀōƻǾŜ.έ   If you certain one of the statements is false, ŘƻƴΩǘ ŎƘƻƻǎŜ ά!ƭƭ ƻŦ ǘƘŜ 
ŀōƻǾŜΦέ 

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

 LŦ ǘƘŜǊŜ ƛǎ ŀƴ ά!ƭƭ ƻŦ ǘƘŜ ŀōƻǾŜέ ƻǇǘƛƻƴ, and you know that at least two of the choices are correct, select 
ǘƘŜ ά!ƭƭ ƻŦ ǘƘŜ ŀōƻǾŜέ ŎƘƻƛŎŜΦ 

 Usually the correct answer is the choice with the most information. 
 
 
True-False Test Tips 

 Usually there are more άtrueέ than άfalseέ answers on tests. 

 If there is no penalty for guessing, guess!  You have a 50% chance of getting the correct answer. 

 Read through each statement carefully.   

 Pay attention to the qualifiers and keywords.  Qualifiers like: άƴŜǾŜǊέ, άalwaysέ, and άŜǾŜǊȅέ ƳŜŀƴ ǘƘŀǘ 
the statement must be true all of the time.  Usually these types of qualifiers indicate the statement is 
false. 

 vǳŀƭƛŦƛŜǊǎ ƭƛƪŜ άǳǎǳŀƭƭȅέ, άsometimesέ, and άƎŜƴŜǊŀƭƭȅέ ƳŜŀn that the statement can be considered true or 
false, depending on the circumstances.  Usually these types of qualifiers indicate the statement is true. 

 If any part of the statement is false, the entire statement is false.  However, just because part of the 
ǎǘŀǘŜƳŜƴǘ ƛǎ ǘǊǳŜ ŘƻŜǎƴΩǘ ƴŜŎŜǎǎŀǊƛƭȅ Ƴake the entire statement true. 
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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 
verbally 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 you should 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 in class 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 you expect 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 than your 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.  You can 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 teacher can speak, 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. 
 
aŜŜǘ ǘƘŜ ŎƘŀƭƭŜƴƎŜΦ  5ƻƴΩǘ ƎƛǾŜ ǳǇ ŀƴŘ ǎǘƻǇ ƭƛǎǘŜƴƛƴƎ ǿƘŜƴ ȅƻǳ ŦƛƴŘ ǘƘŜ ƛnformation being presented 
ŘƛŦŦƛŎǳƭǘ ǘƻ ǳƴŘŜǊǎǘŀƴŘΦ  5ƻƴΩǘ ŦƻǊƎŜǘ ǘƻ ŀǎƪ ǉǳŜǎǘƛƻƴǎΦ  ¢Ƙƛǎ ƛǎ ƻƴŜ ƻŦ ǘƘŜ ōŜǎǘ ǘƻƻƭǎ ŦǊƻƳ ǘƘŜ ά!έ ǎǘǳŘŜƴǘǎΗ 
 
Take power over your environment.  The classroom may be too noisy, too hot, too cold, too bright, or too 
dark.  5ƻƴΩǘ give in to these inconveniences.  Stay focused on the big picture ς LEARNING. 

 



©Workforce Development, Inc. ς Pre-Employment Healthcare Academy Curriculum Guide 
 

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 the Auditory 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 information is 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 out to gain better 
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 you prefer classes in which teachers do a lot writing 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 hands-on learning settings in which they can physically 
manipulate something in order to learn about it.  Do you learn 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 are probably 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 that best fits your learning style.  When you can choose a teacher, trȅ ǘƻ ŎƘƻƻǎŜ ƻƴŜ ǿƘƻΩǎ 
teaching method best matches your learning style.  When you choose a major and/or future career, keep 
your learning style firmly in mind. 
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Multiple Intelligences Inventory  
Copyright 1999 Walter McKenzie,  
The One and Only Surfaquarium 

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

Part I    
/ƻƳǇƭŜǘŜ ŜŀŎƘ ǎŜŎǘƛƻƴ ōȅ ǇƭŀŎƛƴƎ ŀ άмέ ƴŜȄǘ ǘƻ ŜŀŎƘ ǎǘŀǘŜƳŜƴǘ ȅƻǳ ŦŜŜƭ ŀŎŎǳǊŀǘŜƭȅ ŘŜǎcribes you.  If you 
do not identify with a statement, leave the space provided blank.  Then total the column in each section. 
   

Section 1 

_____ I enjoy categorizing things by common traits 

_____ Ecological issues are important to me 

_____ Classification helps me make sense of new data 

_____ I enjoy working in a garden 

_____ I 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 system in place 

_____ I enjoy studying biology, botany and/or zoology 

_____ I pick up on subtle differences in meaning 

_____ TOTAL for Section 1 
 
Section 2 

_____ I easily pick up on patterns 

_____ I focus in on noise and sounds 

_____ Moving to a beat is easy for me 

_____ I enjoy making music 

_____ I respond to the cadence of poetry 

_____ I 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 

http://surfaquarium.com/
http://surfaquarium.com/
http://surfaquarium.com/
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Section 3 

_____ I am known for being neat and orderly 

_____ Step-by-step directions are a big help 

_____ Problem solving comes easily to me 

_____ I get easily frustrated with disorganized people 

_____ I can complete calculations quickly in my head 

_____ Logic puzzles are fun 

_____ I can't begin an assignment until I have all my "ducks in a row" 

_____ Structure is a good thing 

_____ I enjoy troubleshooting something that isn't working properly 

_____ Things have to make sense to me or I am dissatisfied 

_____ TOTAL for Section 3 
 
Section 4  

_____ Lǘ ƛǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ǎŜŜ Ƴȅ ǊƻƭŜ ƛƴ ǘƘŜ άōƛƎ ǇƛŎǘǳǊŜέ ƻŦ things 

_____ I enjoy discussing questions about life 

_____ Religion is important to me 

_____ I enjoy viewing art work 

_____ Relaxation and meditation exercises are rewarding to me 

_____ I like traveling to visit inspiring places 

_____ I enjoy reading philosophers 

_____ Learning new things is easier when I see their real world application 

_____ I 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 Section 4 
 
Section 5 

_____ I learn best interacting with others 

_____ I enjoy informal chat and serious discussion 

_____ The more the merrier 

_____ I often serve as a leader among peers and colleagues 

_____ I value relationships more than ideas or accomplishments 

_____ Study groups are very productive for me 
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_____ L ŀƳ ŀ άǘŜŀƳ ǇƭŀȅŜǊέ 

_____ Friends are important to me 

_____ I belong to more than three clubs or organizations 

_____ I dislike working alone 

_____ TOTAL for Section 5 
 

Section 6 

_____ I learn by doing 

_____ I enjoy making things with my hands 

_____ Sports are a part of my life 

_____ I use gestures and non-verbal cues when I communicate 

_____ Demonstrating is better than explaining  

_____ I love to dance  

_____ I like working with tools 

_____ Inactivity can make me more tired than being very busy 

_____ Hands-on activities are fun 

_____ I live an active lifestyle 

_____ TOTAL for Section 6 

 

Section 7 

_____ Foreign languages interest me 

_____ I enjoy reading books, magazines and web sites 

_____ I keep a journal 

_____ Word puzzles like crosswords or jumbles are enjoyable 

_____ Taking notes helps me remember and understand 

_____ I faithfully contact friends through letters and/or e-mail 

_____ It is easy for me to explain my ideas to others 

_____ I 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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Section 8 

_____ My attitude effects how I learn 

_____ I like to be involved in causes that help others 

_____ I am keenly aware of my moral beliefs 

_____ I learn best when I have an emotional attachment to the subject 

_____ Fairness is important to me 

_____ Social justice issues interest me 

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

_____ I need to know why I should do something before I agree to do it 

_____ When I believe in something I give more effort towards it  

_____ I am willing to protest or sign a petition to right a wrong 

_____ TOTAL for Section 8 

 

Section 9 

_____ Rearranging a room and redecorating are fun for me 

_____ I enjoy creating my own works of art 

_____ I remember better using graphic organizers 

_____ I 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 

_____ I can recall things as mental pictures 

_____ I am good at reading maps and blueprints 

_____ Three dimensional puzzles are fun 

_____ I can visualize ideas in my mind 

_____ TOTAL for Section 9 
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Part II 
Now carry forward your total from each section and multiply by 10 below: 
 

Section Total Forward Multiply  Score 

1  X10  

2  X10  

3  X10  

4  X10  

5  X10  

6  X10  

7  X10  

8  X10  

9  X10  

 
Part III 
Now plot your scores on the bar graph provided: 
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Part IV 
Key: 
Section 1 ς This reflects your Naturalist strength 
Section 2 ς This suggests your Musical strength 
Section 3 ς This indicates your Logical strength 
Section 4 ς This illustrates your Existential strength 
Section 5 ς This shows your Interpersonal strength 
Section 6 ς This tells your Kinesthetic strength 
Section 7 ς This indicates your Verbal strength 
Section 8 ς This reflects your Intrapersonal strength 
Section 9 ς This suggests your Visual strength 
 

Remember: 
 Everyone has all the intelligences! 
 You can strengthen each intelligence! 
 This inventory is meant as a snapshot in time - it can change! 
 MI is meant to empower, not label learners! 

 
Copyright © 1999 Walter McKenzie, The One and Only Surfaquarium 
This survey may be printed, used and/or modified by educators as long as the copyright tag remains intact. 
http://surfaquarium.com/MI/inventory.htm 

 

 

http://surfaquarium.com/
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Skeleton System  

 
 

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

1. Skull 

2. Sternum 

3. Humerus 

4. Ilium 

5. Pubic Symphysis 

6. Carpals 

7. Metacarpals 

8. Phalanges 

9. Tibia 

10. Fibula 

11. Maxilla 

12. Mandible 

13. Tarsals 

14. Metatarsals 

15. Phalanges 

16. Vertebral Column 

17. Sacrum 

18. Patella 

19. Femur 

20. Radius 

21. Ulna 
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Skeleton System - Common Names 

 

Common Name Scientific Name 

brain Skull 

breast bone Sternum 

funny bone/upper arm Humerus 

hip bone Ilium 

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) Radius 

spine Vertebral Column 

jawbone Mandible 

cheek bone Maxilla 

toes Phalanges 
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Skeleton System Identified

Metatarsals 

Tarsals 

Phalanges 

Radius 

Ulna 

Femur 

Vertebral Column 

Mandible 

Skull 

Sternum 

Humerus 

Ilium 

Sacrum 

Pubic Symphsis 

Carpals 

Metacarpals 

Phalanges 

Tibia 

Fibula 

Patella 

Maxilla 
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Skeleton System Exercise 
 
 
Directions: Find the terms listed below.  Words can appear horizontally, vertically, or diagonally, forwards or 
backwards.  

 

 

F R B M X T U A R A U P Z D H J L D Q U 

M N V Q Y E N O B T S A E R B X T Z K K 

F J K T B N O Q Z X U N M X X V G B E T 

O T U Z N O R S Q H M U I N A E C X X U 

R S P R N B C T P V Y X K Q P O I G K X 

M P Q Y L L R E P A C E E N K C E Z T K 

T I K S G I F R E N O B P I H E E P T O 

F N A Z U A U K L B Q E D B U L Z M X H 

G E R V E T O C D N A H M R A R E P P U 

F Y S R E U W J B R B E Y A F O L E J R 

B S E O T D N A S R E G N I F S Z O M Q 

X Q O G E N O B K E E H C N J X G M J F 

 

 

 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 horizontally, vertically, or diagonally, forwards or 
backwards.  
 

F R B M X T U A R A U P Z D H J L D Q U 

M N V Q Y E N O B T S A E R B X T Z K K 

F J K T B N O Q Z X U N M X X V G B E T 

O T U Z N O R S Q H M U I N A E C X X U 

R S P R N B C T P V Y X K Q P O I G K X 

M P Q Y L L R E P A C E E N K C E Z T K 

T I K S G I F R E N O B P I H E E P T O 

F N A Z U A U K L B Q E D B U L Z M X H 

G E R V E T O C D N A H M R A R E P P U 

F Y S R E U W J B R B E Y A F O L E J R 

B S E O T D N A S R E G N I F S Z O M Q 

X Q O G E N O B K E E H C N J X G M J F 

 
 

 VFingers and toes VKneecap 

 VBrain VBreast bone 

 VCheek bone VFingers and toes 

 VHand VHip bone 

 VKneecap VSpine 

 VTail bone VUpper arm 
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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 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 compares to 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 
 Ŏƭŀǎǎ ƻƴ ǘƛƳŜΣ ŘƛŘƴΩǘ Ǌǳƴ ƻǳǘ ƻŦ Ǝŀǎ ƻƴ ǘƘŜ ǿŀȅ ǘƻ ŎƭŀǎǎΣ ŜǘŎΦύ 
 
  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 
 
Iƻǿ ŘƛŘ ǘƻŘŀȅΩǎ Ŏƭŀǎǎ ƳŀƪŜ ȅƻǳ ŦŜŜƭΚ 
 

OR 
 
LƴǎǘǊǳŎǘƻǊΩǎ vǳŜǎǘƛƻƴ ƻŦ /ƘƻƛŎŜ 
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Session 5 
Instructor 
Materials  
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Check In Process 
 
 
Directions: 

 Pass the Check In sheet around. 

 Put your name, the date and time in the spaces provided. 

 Your instructor will keep all the Check In 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, Inc. ς Pre-Employment Healthcare Academy Curriculum Guide 
 

Abbreviations Game ɀ Instructor  
 
 

1. Put the students in two groups one on each side of the classroom 
 
2. Write one abbreviation on the board 

Example:  q.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 Functions ς Back Safety 
Nursing Assistants Work Closely with Patients 
Hygiene 
Flash Cards 
Time to Journal 

Equipment/Supplies: Easel/whiteboard and markers ς Instructor provided 
3-Hole punch ς Instructor provided 
Spiral notebook ς Student provided 
2 Pencils ς Student provided 
1 Pen ς Student provided 
Flash cards ς 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,A,K 50 minutes Hygiene 

V,A,K 15 minutes BREAK 

V,A 40 minutes Key Terms (Units 4 ς 7) 

V,A,K 15 minutes Flash Cards ς Small Group Activity 

V,A,K 10 minutes Time to Journal 
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Session 6 
Student 

Handouts
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Job Functions ɀ Back Safety 
 
 
Essential Job Functions Non-essential Job Functions 
Adjust, make, change beds There are no non-essential 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 
 
A nursƛƴƎ ŀǎǎƛǎǘŀƴǘΩǎ ŘǳǘƛŜǎ ŀǊŜ ǘƻ ǇǊƻǾƛŘŜ ȅƻǳǊ ŀǎǎƛƎƴŜŘ ǊŜǎƛŘŜƴǘǎ ǿƛǘƘ ǊƻǳǘƛƴŜ Řŀƛƭȅ ƴǳǊǎƛƴƎ ŎŀǊŜ ƛƴ ŀŎŎƻǊŘŀƴŎŜ 
ǿƛǘƘ ǘƘŜ ƴǳǊǎƛƴƎ ƘƻƳŜΩǎ ŜǎǘŀōƭƛǎƘŜŘ ƴǳǊǎƛƴƎ ŎŀǊŜ ǇǊƻŎŜŘǳǊŜǎΣ ŀƴŘ ŀǎ ŘƛǊŜŎǘŜŘ ōȅ ȅƻǳǊ ǎǳǇŜǊǾƛǎƻǊǎΦ  Remember if 
you are not sure how to do something, please ask another NA for help.  You do not want to do a task that you are 
not trained to do, in fear of injury to the resident or yourself. 
Information Source:  Donna Hunt, CNA 
Department:  Nursing 
Location:  Cedarview Nursing Home 
 
DOT Code:  079 ς Occupations in Medicine and Health, N.E.C. 
SIC Code:  8734 
Skill Level or Qualifications:  On-the-job training. 
 
Sensory Demands:  Hearing, Touching, Writing, Looking, Reading, Speaking.  A nursing assistant must be able to 
interact with residents.  Also must be 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 eliminations of residents; also, exposure to strong 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 minutes ς ŀǘ ǿƻǊƪŜǊΩǎ ŘƛǎŎǊŜǘƛƻƴ 
Work Breaks: Two 15 minute work breaks 
Job Pace: Worker paced 
Overtime: Available 
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Physical Demands 

 

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

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

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

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

 Sit --pass trays, feed residents, and documentation 

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

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

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

 Lift --transfer resident, pass trays, feed resident, position residents, walk residents, transport residents 

 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 you keep yourself safe, and use good body mechanics at all times. Information follows on the correct 
ways to keep your back healthy at work. 
 
Almost 20% of all injuries and illnesses on the job are back injuries.  One out of every five work related injuries 
and illnesses are a back injury. 
 
Back injuries are a very serious problem.  They cost our country $20 to $50 billion every year.  These injuries can 
happen in a factory where workers stack and lift heavy boxes.  They can happen in a hotel where people have to 
push heavy carts with cleaning supplies.  They 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 back.  Many people are even forced to leave their job 
in healthcare because they have injured their back.  Fortunately, there are many things that can be done to 
prevent back injuries.  Some 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 nursing home. 
 

 Nursing assistants and others who transport patients or residents from one area of the hospital or nursing 
home to another area.  For example:  operating room techs push patients on a stretcher from their room 
to the operating room.  People who work 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 others.  Nursing staff lift and turn patients on a 
regular basis.  They also may move patients in their beds from one room to another one.  
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A Little About Your Back 
Your back is made up of bones, muscles, ligaments and other things.  The spine is the part of your back that is 
made of bones. Your spine is made up of 24 bones, called vertebrae.  These bones are placed one on top of 
another.  Each one of these bones is separated from the next one with a soft cushion called a disc.  Discs are made 
up of cartilage.  These discs help your back twist, bend and move around.  Your back is supported mostly by your 
stomach muscles. It is also supported by the muscles and ligaments of the back. 
 
 
Prevent Back Injuries Off the Job 
There are several things that you must do in your daily life to prevent hurting your back.  Here are some of the 
things that you can do at home 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 you.  Some of the exercise that you can do to prevent back injuries are 
swimming, running, jogging, walking, rowing, muscle strengthening and stretching exercises.  These sports 
and exercises are good for the back.  Sports and exercises like golf, bowling, racquet ball, football, 
baseball and weight lifting are not good ones to prevent back injuries.  These sports involve rapid and 
unplanned for twists, turns, starts and stops. 

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

 A Good Diet.  A good diet makes a healthy body, one that is strong and in good shape. 

 Healthy Body Weight.  Excess body weight puts extra strain on you back and stomach muscles. If you 
should lose weight, do it now.  Talk to your doctor about a healthy weight loss plan that can work for you. 

 Use Good Posture.  You can prevent back pain and back problems by sitting, standing and lifting while 
using good posture.  Sit straight with your spine upright.  Do NOT slouch.  Stand tall with your head up and 
your shoulders back.  Do not hunch over. 

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

 
 
Ways to Prevent Back Injuries at 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 in a hospital or nursing home is part of a team.  We must work together as a team.  
When a member of the team needs your help, you must help them.  When you need help, ask a team member to 
help you.  
 
When you are lifting a patient or assisting a patient to stand from a sitting position: 

1. Get help if you need it. 

2. Use a mechanical lifting device whenever you can.  These devices are safe and easy to use, often without 
the help of another person.  If you do not know how to use it, ask the nurse to teach you how to use it 
and use it safely so the person does not get hurt. 
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3. Explain to the person what you are about to do.  Even very weak patients can help you with a lift or 
transfer when they know what you are about to do.  You may ǿŀƴǘ ǘƻ ǎŀȅΣ άaǊǎΦ ²ƛƭǎƻƴΣ L ŀƳ ƎƻƛƴƎ ǘƻ Ǉǳǘ 
Ƴȅ ŀǊƳǎ ǳƴŘŜǊ ȅƻǳǊ ŀǊƳǎ ŀƴŘ ǿƘŜƴ L Ŏƻǳƴǘ ǘƻ о ǎǘŀƴŘ ǳǇ ŀƴŘ ǘƘŜƴ ǎƛǘ ƛƴ ǘƘŜ ŎƘŀƛǊέ ƻǊ άaǊΦ 5ƻŎƪΣ L ŀƳ 
going to move you up in the bed.  Please bend your knees and put your heels into the mattress.  When I 
count to three, push your heels into the mattress and lift up your backside and push your body toward the 
ǘƻǇ ƻŦ ǘƘŜ ōŜŘΦέ 

4. Do some stretching and warm up exercise if your body is not warm and loose.  Shake your body out.  
Stretch your arms up toward the ceiling. Jog in place for a couple of seconds. 

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

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

7. Keep your back straight up and down. 

8. Tuck your chin in and keep your neck and head straight up and down. 

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

10. Pivot on your feet in the direction of the move.  For example:  if you are pulling a person up in bed with 
the help of another person, you should remain facing the person during the lift but you should shift your 
weight by rocking onto the foot that is closest to the top of the bed.  If you 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 chair, in the 
direction of the move.  Do NOT twist.  Pivot 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 to lift.  Do NOT use the muscles of your back to lift. For 
example:  if you are lifting a scale off the floor, bend at the knees and squat down.  Do NOT 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 possible.  Reverse these steps to put the scale down on the floor. 

13. Use smooth and slow motions.  Do NOT hurry.  Take your time.  Do not use jerky motions.  They can hurt 
your back. 

14. Take small breaks between lifts.  Take a deep breath and rest for a moment. 

 
Another basic back safety rule is PUSH and do NOT PULL.  Pushing is much safer than pulling. 
 
 
How Good are Back Belts and Supports? 
For the last several years many hospitals and other companies have used back belts and back supports to protect 
ǘƘŜƛǊ ǿƻǊƪŜǊΩǎ ōŀŎƪǎ ŀƎŀƛƴǎǘ ƛƴƧury.  These back supports, seen in Home Depot 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 work, wear it and wear it properly but also do not think 
that you do not have to use good body mechanics and lifting skills.  These 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: 
 

 5ǊŜǎǎƛƴƎ όŀŎŎƻǊŘƛƴƎ ǘƻ ǇŀǘƛŜƴǘΩǎ ƴŜŜŘǎΣ ǊŀƴƎƛƴƎ ŦǊƻƳ ƳƛƴƛƳŀƭ ŀǎǎƛǎǘŀƴŎŜ ǘƻ ǘƻǘŀƭƭȅ ŘŜǇŜƴŘŜƴǘύ 
 Bathing (bed baths, tub baths, showers including perineal care ς washing 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 & Output sheets when necessary) 
 Answering call lights in a timely fashion 
 Assist patients with ambulation, when needed 
 Range of Motion exercises, as prescribed buy physical therapy 
 Assist patients in wheelchairs (a lot of heavy lifting at times) 
 aŀƪƛƴƎ ōŜŘǎ ŀƴŘ ƪŜŜǇƛƴƎ ǘƘŜ ǇŀǘƛŜƴǘǎΩ ǊƻƻƳ ŀƴŘ ōŜƭƻƴƎƛƴƎǎ ƴŜŀǘ ŀƴŘ ƻǊƎŀƴƛȊŜŘ 
 Ensuring that bedridden patients are turned at least every two hours, to ensure comfort and to prevent 

bedsores 
 Report all changes, physical and mental, of the patients to the nurse 
 Post Mortem Care 
 Safety awareness ς keeping an eye on wanderers and watching for potentially dangerous situations 
 Documentation ς accurate & timely daily documentation on the care provided to each patient 
 Anything else that needs to be done! 

 
! bǳǊǎƛƴƎ !ǎǎƛǎǘŀƴǘΩǎ Ƨƻō ŘƻŜǎ ƴƻǘ ŜƴŘ ǿƛǘƘ ǘƘŜ ǇƘȅǎƛŎŀƭ ƴŜŜŘǎ ƻŦ ǘƘŜ ǇŀǘƛŜƴǘǎΦ  ¢Ƙƛǎ ƛǎ ŀ Ƨƻō ǿƘƛŎƘ ǊŜǉǳƛǊŜǎ 
compassion and a desire to make people comfortable and happy.  I have worked in a nursing home for many 
years and I can testify; although this job can be physically challenging at times, it can be just as difficult mentally.  
Residents of nursing homes often suffer from depression and/or dementia, and the nursing assistant is often the 
closest human contact afforded to many of these people.  A sense of humor helps in this field!  (Many CNAs half 
ƧƻƪƛƴƎƭȅ ǎŀȅΣ άLŦ ǿŜ ŘƛŘƴΩǘ ƭŀǳƎƘΣ ǿŜΩŘ ŎǊȅΗέύ 
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Hygiene 
 
 
Hygiene and Good Habits are commonly understood as prevention methods against infection. In broader terms, 
hygiene is the maintenance of health and healthy living.  Hygiene ranges from personal hygiene in the domestic 
realm to occupational hygiene in healthcare.  Hygiene involves healthy diet, cleanliness, and mental health.  One 
of the most effective ways to protect ourselves from illness is to have good personal hygiene.  This means not only 
washing your hands but also your body.  Hygiene also means being careful not to cough or sneeze on others, 
cleaning things that you touch when you are ill, putting items such as tissues (which 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 an infection. 
 
Personal hygiene includes health practices such as bathing, washing your hair, brushing your teeth, and cleaning 
your clothes.  Maintaining good personal hygiene 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's breath.  These 
bacteria can also damage teeth and cause cavities and tooth decay. 
 
Brushing your teeth at least twice a day, once in the morning and again before bed, is recommended.  Some 
people brush their teeth after every meal.  Brushing for 2-3 minutes each time is recommended.  Toothbrush 
should be changed after 6 months, or sooner depending on your dental plan. 
 
 
Body Odor 
Our bodies produce two kinds of sweat: eccrine and apocrine, apocrine is the body-odor culprit.  It is found in the 
groin and underarm areas.  That well-known 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 others.  And some of us 
simply aren't as successful as others in getting rid of the bacteria on our skin.  9ǾŜƴ ƛŦ ȅƻǳ ŀǊŜ ƴƻǘ άŎǳǊǎŜŘέ ȅƻǳ ǿƛƭƭ 
want to keep your body clean and free of bacteria in the healthcare field. 
 
 
Tips:  

 Bathe at least once daily with soap.  
 Use a deodorant with aluminum or zinc.  Either of these metals should kill odor-causing bacteria. 
 Launder clothing often. Wash clothes at home using an odor-fighting detergent.  Make sure your scrubs 

are clean, dry and wrinkle free. 
 Avoid the regular consumption of spicy or sharp-smelling foods.  The odor will come through your pores.  

http://living.oneindia.in/health/wellbeing/personal-hygiene.html
http://living.oneindia.in/health/wellbeing/personal-hygiene.html
http://living.oneindia.in/health/wellbeing/personal-hygiene.html
http://living.oneindia.in/health/wellbeing/personal-hygiene.html
http://living.oneindia.in/health/wellbeing/personal-hygiene.html
http://living.oneindia.in/health/wellbeing/personal-hygiene.html
http://living.oneindia.in/health/wellbeing/personal-hygiene.html
http://living.oneindia.in/health/wellbeing/personal-hygiene.html
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Hygiene ς Page 2 
 
Hand washing 
Most infections, especially colds and gastroenteritis, are caught when we put our unwashed hands, which have 
germs on them, to our mouth.  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 are dirty.  Dry 
your hands with something clean, such as paper towels or hot air dryers. 
 
Hand washing will be continued in the infection control unit. 
 
You should always wash your hands:  

 After using the toilet  

 Before making or eating food  

 After handling dogs or other animals  

 If you have been around someone who is coughing or has a cold 

 !ŦǘŜǊ ŜŀŎƘ ǊŜǎƛŘŜƴǘΩǎ ŎŀǊŜ 

 After smoking 
 
 
Hair 
Hair is constantly falling out.  This can result in food being contaminated, so food handlers should wear a suitable 
head covering, with long hair being adequately tied back.  The 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 your hair is pulled 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 the skin clean.  A bath or shower once a day is recommended, especially 
in the summer time when most people sweat more than in the cooler months.  Those who are involved in active 
sports or work out to a sweat would do well to take a shower after that activity.  A mild soap will do the job 
adequately.  Germicidal or antiseptic soaps are not essential for your daily bath.  Drying yourself with a clean 
towel is very important.  Avoid sharing soaps and towels. 
 
 
Nail Care 
It takes five months for nails to replace themselves.  Short nails are less trouble, and are recommended in the 
healthcare field.  Clip nails short, along their shape.  Don't cut them so close that it pinches the skin. 
 
A healthy body ensures healthy nails.  Brittle or discolored nails show health deficiencies or disease conditions.  

This is something you will watch for yourself and in your residents. 

 
 

http://living.oneindia.in/health/wellbeing/personal-hygiene2.html
http://living.oneindia.in/health/wellbeing/personal-hygiene2.html
http://living.oneindia.in/health/wellbeing/personal-hygiene2.html


©Workforce Development, Inc. ς Pre-Employment Healthcare Academy Curriculum Guide 
 

Key Terms (Units 4 ɀ 7) 
Unit 4 

 
 
 

Chain of Infection:  Process involved in the development of infectious disease in people. 
 
Contaminated:  Items or areas considered to have disease-causing organisms. 
 
HIV:  Human immunodeficiency 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 result in 
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 eye; can only be seen with a microscope. 
 
Pathogen:  Disease-causing microorganisms; germ. 
 
Transmission:  Transfer from one person or place to another. 
 

 

Assistive Device:  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. 
 
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 Asepsis:  Procedures 
used to prevent pathogens from 
spreading. 
 
Standard Precautions:  Practices 
such as hand washing and gloving, 
identified by the Center for 
Disease Control, which reduce the 
risk of transmission of disease. 
 
Sterilization:  Removing or 
destroying all microorganisms on 
a surface. 

  

Physical Restraint:  Any manual 
method or physical or mechanical 
device, material or equipment 
attached or adjacent to the 
ǊŜǎƛŘŜƴǘΩǎ ōƻŘȅ ǘƘŀǘ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭ 
cannot remove easily, which 
restricts freedom of movement or 
ƴƻǊƳŀƭ ŀŎŎŜǎǎ ǘƻ ƻƴŜΩǎ ōƻŘȅ 
(Federal regulation 483.13). 
 
PPE:  Personal Protective 
Equipment, such as: gown, 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 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 Pressure:  Measurement of 
the force of the blood against the 
walls of the arteries. 
 
BPM:  Beats per minute. 
 
Diastolic Pressure:  Number at 
which the last sound is heard or 
lowest number when blood 
pressure is measured. 
 
Systolic Pressure:  Number at 
which the 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). 
 
Tachycardia:  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 gasses 
(oxygen and carbon dioxide) in 
the lungs. 
 
Cannula:  Plastic prongs placed in 
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 (ADLΩǎ):  Daily activities 
necessary for people to complete basic needs such 
as hygiene, eating, eliminating and moving. 
 
Perineal Care:  Bathing or cleansing the area of the 
body which includes the genitals, groin, and rectal 
areas.  Usually called peri-care. 
 

  
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 Decubitus):  Any lesion caused by 
unrelieved pressure that results in damage to the 
underlying tissue(s).  Although friction and shear are 
not primary causes of pressure ulcers, friction and 
shearing are important contributing factors to the 
development of pressure ulcers. 
 

 

 

 
Dependent:  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 when the 
bone moves but the skin stays at point of contact. 
 
Podiatrist:  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. 
 
Ileostomy:  Opening into the small intestine.  The stool 
will be 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 Mobilization:  Process that builds on 
ŀŎǘƛǾƛǘȅ ǎǘŜǇǎ ǿƘƛŎƘ ƛƴŎǊŜŀǎŜǎ ǘƘŜ ǊŜǎƛŘŜƴǘΩǎ ŀōƛƭƛǘȅΦ 
 
Rehabilitation:  A process in which the resident is 
assisted in reaching their highest level of ability 
physically, mentally and emotionally. 
 
Restorative Care:  Nursing care that is planned to 
ǇǊƻƳƻǘŜ ǊŜǎƛŘŜƴǘΩǎ ƘŜŀƭǘƘ ŀƴŘ ǊŜƎŀƛƴ ŀǎ ƳǳŎƘ ƻŦ 
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 activity or series of specific body 
movement designed to strengthen the body 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:  Items such as eating utensils 
which are altered to make them easier to use by 
residents with functional limitations. (Also 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 voluntary 
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 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 compares to 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 
 Ŏƭŀǎǎ ƻƴ ǘƛƳŜΣ ŘƛŘƴΩǘ Ǌǳƴ ƻǳǘ ƻŦ Ǝŀǎ ƻƴ ǘƘŜ ǿŀȅ ǘƻ ŎƭŀǎǎΣ ŜǘŎΦύ 
 
  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 duties? 
 

OR 
 
Iƻǿ ŘƛŘ ǘƻŘŀȅΩǎ Ŏƭŀǎǎ ƳŀƪŜ ȅƻǳ ŦŜŜƭΚ 
 

OR 
 
LƴǎǘǊǳŎǘƻǊΩǎ vǳŜǎǘƛƻƴ ƻŦ /ƘƻƛŎŜ 
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Session 6 
Instructor 
Materials  



©Workforce Development, Inc. ς Pre-Employment Healthcare Academy Curriculum Guide 
 

Check In Process 
 
 
Directions: 

 Pass the Check In sheet around. 

 Put your name, the date and time in the spaces provided. 

 Your instructor will keep all the Check In 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, Inc. ς Pre-Employment 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 Plan 
 
 

Materials: Check In Process 
Quiz II (A) or Quiz II (B) 
Communication in Healthcare 
Working with Difficult People 
Communication Activity 
Time to Journal 

Equipment/Supplies: Easel/whiteboard and markers ς Instructor provided 
3-Hole punch ς Instructor provided 
Spiral notebook ς Student provided 
2 Pencils ς Student provided 
1 Pen ς Student provided 
Flash cards ς Student provided 

3 Hours 

Style Time Activities 

V,K 5 minutes Check In Process 

V,A,K 30 minutes Quiz II 

V,A,K 30 minutes Communication in Healthcare 

V,A,K 15 minutes BREAK 

V,A,K 60 minutes Difficult People 

V,A,K 30 minutes Communication Activity 

V,A,K 10 minutes Time to Journal 
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Session 7 
Student 

Handouts
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Quiz II (A)  
 
 
Multiple Choice:  Write the letter of the best answer in the space provided. 
 
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 and result in 

disease or harmful effects 
c. Tiny living bodies that cannot be seen with the naked eye; can only be seen with a microscope 
d. Disease-causing microorganisms; germ 

 
2. 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 of times the heart beats per minute 
c. Areas on body where pulse can be counted or measured 
d. Measurement of the force of the blood against the walls of the arteries 

 
3. Tracheostomy _____ 

a. Surgical creation of a stoma 
b. opening into the stomach 
c. opening into the windpipe (trachea) in the neck 
d. Opening into the small intestine 

 
4. 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 

 
5. Hypertension _____ 

a. Pulse rate under 60 beats per minute(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 

 
6. Body Mechanics _____ 

a. Using muscles of the body correctly to make the best use of strength to lift or move objects 
b. Webbed belt used as a safety device when moving a resident 
c. Position of the body 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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Quiz II (A) ς Page 2 
 
7. Chain of infection _____ 

a. Items or areas considered to have disease-causing 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 development of infectious disease in people 

 
8. Temperature _____ 

a. Beats for minute 
b. Measurement of body heat 
c. Elevated temperature; 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 movement), 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 bacteria. Disinfectants are common solutions usually containing chlorine.  
b. Procedures used to prevent pathogens from spreading  
c. Practices such as hand washing and gloving, identified by the Center Diseases Control which reduces the 

risk of transmission of disease 
d. Removing or destroying all microorganisms on a surface 

 
12. Safety _____ 

a. Practices that prevent harm or injury  
b. Procedures used to prevent pathogens from spreading  
c. Removing or destroying all microorganisms on a surface 
d. Personal Protective Equipment, such as gown, gloves or mask  

 
13. Respiration _____ 

a. Measurement of body heat 
b. The process of breathing; the exchange of gases (oxygen and carbon dioxide) in the lungs 
c. Pulse rate over 100 beats per minute(bmp) 
d. Measurement of the force of the blood against the walls of the arteries  
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Quiz II (A) ς Page 3 
 
14. Perineal care _____ 

a. Bathing or cleaning the area of the body which includes the genitals ( external sex organs), groin and 
rectal areas  

b. An opening or sore in the skin 
c. opening into the stomach 
d. daily activities necessary for people to complete  

 
15. Host _____ 

a. Disease-causing 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. A.M.  

18. c.c.  

19. C/O  

20. HOH  

21. h.s  

22. Ht.  

23. OOB  

24. O.S  

25. p.c.  

26. OT  

27. Na  

28. h/hr.  

29. W/C  

30. PROM  
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Quiz II (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 move objects 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 placed in 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 intestine (the stool will be formed or semi formed) is called: _______ 

a. Stoma 
b. Ostomy 
c. Ureterostomy 
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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Quiz II (B) ς Page 2 
 
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. Temperature 

 
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 preserving health. 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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Quiz II (B) ς Page 3 
 
15. The measurement of the number of times the heart beats for minute is called: _______ 

a. Pulse 
b. Pulse rate 
c. Pulse Spots 
d. Route 

 
16. Right eye _______ 

a. O.D 
b. O.S  
c. O.U 
d. RE 

 
17. OOB _______ 

a. Out of room 
b. out of bed 
c. breathing 
d. left eye 

 
18. B & B _______ 

a. twice a day  
b. Bowel Movement 
c. Bowel and bladder program 
d. Blood pressure 

 
19. MI _______ 

a. Medications 
b. Myocardial Infarction 
c. Complaints of 
d. Intake  

 
20. q.o.d _______ 

a. every day 
b. every four days 
c. every other hour 
d. every other day 

 
21. Immediately _______ 

a. NOW 
b. IM 
c. Stat 
d. R 
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22. Stand by assist _______ 

a. SBA 
b. SBY 
c. SAB 
d. ASA 

 
23. Treatment _______ 

a. TT 
b. Tx 
c. TE 
d. TM 

 
24. Without _______ 

a. W 
b. W/o,s 
c. WT 
d. OT  

 
25. Tender Loving Care _______ 

a. TL 
b. TLE 
c. TLC 
d. TCL  

 

 



©Workforce Development, Inc. ς Pre-Employment Healthcare Academy Curriculum Guide 
 

Communication in Healthc are 
 
 
There are three basic elements to the communication process; you need all three for effective communication. 

 Sender 

 Message 

 Receiver 
 
Good communication is the exchange of information, expressed 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 sure 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. 
 
/ƻƳƳǳƴƛŎŀǘƛƻƴ ŘƻŜǎƴΩǘ ǎǘƻǇ ǿƛǘƘ ǘƘŜ ǊŜǎƛŘŜƴǘΣ ŀǎ ǘƘŜ ƴǳǊǎƛƴƎ ŀǎǎƛǎǘŀƴǘ ǿƛƭƭ ŎƻƳƳǳƴƛŎŀǘŜ ǿƛǘƘ ǘƘŜ ǊŜǎƛŘŜƴǘΩǎ 
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, 
άIŜƭƭƻΣ aǊǎΦ wƻŎƘŀǎΣ Ƙƻǿ ƛǎ ȅƻǳǊ ŀǊƳ ŦŜŜƭƛƴƎ ǘƻŘŀȅΚέ 
 
Communication can also be nonverbal.  This communication is sometimes called body language.  If you stand in a 
ǇŜǊǎƻƴΩǎ ǊƻƻƳ ŀƴŘ ǘŀǇ ȅƻǳǊ Ŧƻƻǘ ²L¢Ih¦¢ ǎŀȅƛƴƎ ŀ ǿƻǊŘΣ ȅƻǳ ŀǊŜ ǘŜƭƭƛƴƎ ǘƘŜ ǇŜǊǎƻƴ ǘƘŀǘ ȅƻǳ ŀǊŜ ƛƴ ŀ ƘǳǊǊȅ 
WITHOUT ever saying a word. 
 
Listening is one of the most important parts of communication.  Follow some basic rules for good listening. 
 

1. {ǘƻǇ ǘŀƭƪƛƴƎΤ ȅƻǳ ŎŀƴΩǘ ƭƛǎǘŜƴ ƛŦ ȅƻǳ are talking. 
2. tǳǘ ǘƘŜ ǘŀƭƪŜǊ ŀǘ ŜŀǎŜΣ ŘƻƴΩǘ ǎǘŀƴŘ ǿƛǘƘ ȅƻǳǊ ŀǊƳs crossed, tapping your foot. This sends the message that 

you are really not listening.   
3. Show that you want to listen.  Look and act interested; use good body language. 
4. wŜƳƻǾŜ ŘƛǎǘǊŀŎǘƛƻƴǎΦ  5ƻƴΩǘ ŘƻƻŘƭŜΣ ǘŀǇΣ ƭƻƻƪ ŀǘ ŀ ǇƘƻƴŜ ƻǊ ǿŀǘŎƘ ¢±Φ 
5. Empathize; try and put yourself in ǘƘŜ ǊŜǎƛŘŜƴǘΩǎ ǎƘƻŜǎΦ 
6. .Ŝ ǇŀǘƛŜƴǘΤ ƛǘ Ƴŀȅ ōŜ ƘŀǊŘ ŦƻǊ ǊŜǎƛŘŜƴǘǎ ǘƻ ŎƻƳƳǳƴƛŎŀǘŜΦ  5ƻƴΩǘ ƛƴǘŜǊǊǳǇǘΦ 
7. Hold your temper; an angry person can get the wrong meaning from the words. 
8. 5ƻƴΩǘ ŀǊƎǳŜΤ ŀ ƴǳǊǎƛƴƎ ŀǎǎƛǎǘŀƴǘ ƴŜǾŜǊ ǿƻƴ ŀƴ ŀǊƎǳƳŜƴǘ ǿƛǘƘ ŀ ǊŜǎƛŘŜƴǘΦ 
9. Ask questions; this is part of the feedback process.  Make sure you understand. 
10. Maintain eye contact 
11. Speak clearly; some residents are losing hearing.  You want to make sure the message has been heard. 
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Remember the resident is the most important person in the nursing home. 

 Call the resident by their preferred name; ŘƻƴΩǘ Ŏŀƭƭ ǘƘŜƳ άƘƻƴŜȅΣ ōŀōȅΣ ǎǿŜŜǘƛŜΧŜǘŎ.έ 

 Spend time with the patient and family. 

 Listen to what they have to say. 

 Speak in a kind and respectful way. 

 Answer their qǳŜǎǘƛƻƴǎ ƛŦ ȅƻǳ ŎŀƴΦ  LŦ ȅƻǳ ŎŀƴΩǘ ŀƴǎǿŜǊ ŀ ǉǳŜǎǘƛƻƴΣ ŀǎƪ ǘƘŜ ƴǳǊǎŜ ǘƻ ƘŜƭǇ ǘƘŜƳΦ 

 ¦ǎŜ ōƻŘȅ ƭŀƴƎǳŀƎŜ ǘƘŀǘ ǎƘƻǿǎ ŎŀǊƛƴƎ ŀƴŘ ǊŜǎǇŜŎǘΦ  ! ƎŜƴǘƭŜ ǘƻǳŎƘΣ ƘƻƭŘƛƴƎ ǘƘŜ ǇŜǊǎƻƴΩǎ ƘŀƴŘ ŀƴŘ just 
spending time shows caring.  Do NOT cross your arms, tap your feet or show other 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 hear.  Hearing is the last sense to remain at the end of life. 

 
There are also barriers to good communication; these can be: 

1. Not listening 
2. Background noise 
3. Talking down to the person; talking in baby talk 
4. Avoiding eye contact 
5. Appearing busy, or in a hurry 
6. Making judgments 
7. Not acknowledging the person you are speaking to 
8. Giving false hopes, or reassurances 
9. Speaking in a language other than the residents primary language 
10. Occupational jargon 
11. Tone of voice 

 
There may be physical barriers to communication as well; here are some 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 
ǊŜǎƛŘŜƴǘ ƛǎ ǳƴŀōƭŜ ǘƻ ǎŜŜ ǘƘŜ ƴǳǊǎƛƴƎ ŀǎǎƛǎǘŀƴǘΩǎ ōƻŘȅ ƭŀƴƎǳŀƎŜΦ  ¢ƘŜ ƴǳǊǎƛƴƎ ŀǎǎƛǎǘŀƴǘ Ƴǳǎǘ ōŜ ǾŜǊȅ ŀǿŀǊe of the 
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 assistant must use good body language and speak in a clear voice facing 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 partial or total 
 loss of speech.  Usually aphasia is caused by damage to the brain tissue.  Nursing assistants must 
 be patient with the resident who has aphasia, listening carefully if the resident 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 everywhere.  Some are habitually late for work.  Customers are often rude.  Co-workers can be 
abusive and uncooperative as they guard their turf.  Others may goof off leaving you to pick up the slack.  There 
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 people.  The wise, truly ambitious job 
seeker spends 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 will be co-workers, 
residents, family, visitors, doctors, etc.  Getting along with these people is part of your job.  It is natural to get 
along better with some people than others.  For example:  some people rub you the wrong way, other seem to 
complain all the time, and it may seem like others take pleasure in giving you a hard time.  It may seem to some 
ǘƘŀǘ ǘƘŜǎŜ ǇŜƻǇƭŜ ŀǊŜ άŘƛŦŦƛŎǳƭǘέΣ ōǳǘ ǿƘŀǘ Řƻ ǿŜ ǊŜŀƭƭȅ ƳŜŀƴ ǿƘŜƴ ǿŜ ǎŀȅ ǎƻƳŜƻƴŜ ƛƴ ōŜƛƴƎ ŘƛŦŦƛŎǳƭǘΚ  Usually 
ǇŜƻǇƭŜ ŀǊŜ άŘƛŦŦƛŎǳƭǘέ when they get in the way of what we want or need to do.  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 resident.  You have 
transferred this resident many times by yourself, and you are irritated because this is taking time away from your 
lunch break. You help the co-worker but are mad because she is being difficult! 
 
STOP AND THINK: It is your opinion that this co-ǿƻǊƪŜǊ ƛǎ ōŜƛƴƎ άŘƛŦŦƛŎǳƭǘέ.  
Would you still think this co-ǿƻǊƪŜǊ ōŜƛƴƎ άŘƛŦŦƛŎǳƭǘέ ƛŦ ȅƻǳ ƪƴŜǿ ǎƘŜ ƛǎ ǇǊŜƎƴŀƴǘ 
and her doctor told her to always have help when transferring residents? 
Take a minute and write down all the words you can think of to describe a 
difficult person. 
 
How easy was that?  For most of us, it is very easy to pick out what is wrong with 
someone rather than find the good.  Remember that it takes more energy to be 
negative than it does to be positive. 
 
Think ƻŦ ŀ ǎƛǘǳŀǘƛƻƴ ǿƘŜǊŜ ȅƻǳ ǘƘƻǳƎƘǘ ǎƻƳŜƻƴŜ ǿŀǎ ōŜƛƴƎ άŘƛŦŦƛŎǳƭǘέ ŀƴŘ ƭŀǘŜǊ 
found out that something else was going on.  Write your thoughts below. 
 
           
 
           
 
           
 
           
 
           
 
           
wŜƳŜƳōŜǊ ǘƘŀǘ ŎŀƭƭƛƴƎ ǎƻƳŜƻƴŜ άŘƛŦŦƛŎǳƭǘέ ƛǎ ŀ ƳŀǘǘŜǊ ƻŦ ƻǇƛƴƛƻƴΣ ƴƻǘ ŀ ŦŀŎǘΗ 

¢Ƙƛƴƪ ŀōƻǳǘ ǘƘŜ άŘƛŦŦƛŎǳƭǘέ 
people in your life, now 
write down all the words 
you can think of to 
describe them 
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Describing Difficult People ς  
Did you come up with any of the followƛƴƎ ǿƻǊŘǎ ǘƻ ŘŜǎŎǊƛōŜ ǘƘŜ άŘƛŦŦƛŎǳƭǘέ ǇŜƻǇƭŜ ȅƻǳ ƪƴƻǿΚ
 

 Demanding 

 Irritable 

 Nasty 

 Rude 

 Aggressive 

 Depressed 

 Abusive 

 Scary 

 Sarcastic 

 Hostile 

 Uncooperative 

 Angry 

 Complaining 

 Pushy 

 Mean 

 Argumentative 
 
Try to think positively about all your residents and co-workers.  It may be difficult, but try to think of three things 
that are good about each person you think is difficult.  Try to think of those things when you are working with that 
person. 
 
Now write down three qualities you have that make you easy to get along  
with.   
 
 
 
Why Are Some People Difficult? 
We are all individuals, with our own likes and dislikes, personal habits, and 
ways of communicating.  Sometimes it seems that some people have a hard 
time getting along with others. Remember there may be reasons for this: 
 

 Recovering from stress or tragedy 

 Scared 

 Suffering from an illness 

 Dealing with a disability 

 In pain, all day every day 

 Feeling lonely, or depressed 

 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 THINK:  Imagine this: you have been assigned to work with a new resident, Mary.  Yesterday, a co-
worker who worked with her was telling you during break that Mary was rude, mean, and uncooperative.  Today, 
Mary is on your assignment sheet.  Yƻǳ ƘŀǾŜƴΩǘ ŜǾŜƴ ƳŜǘ aŀǊȅ ŀƴŘ ȅƻǳ ŀǊŜ ŀƭǊŜŀŘȅ ǇǊŜǇŀǊŜŘ ŦƻǊ ƘŜǊ ǘƻ ƎƛǾŜ ȅƻǳ ŀ 
hard time.  You may not even want to work with Mary because of the rumors.  Will this affect the way you treat 
Mary?  It is best to avoid rumors.  Mary might have been scared or in pain yesterday, or the other nursing 
assistant may have been having a bad day herself. 

1. 
 
 
 
2. 
 
 
 
3. 
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Explain what you would do in the STOP AND THINK situation:       
 
              
 
              
 
              
 
              
 
 
Aggressive Personalities ς  
People with aggressive personalities may be loud, rude, bossy, and sometimes intimidating.  Aggressive people 
may also tend to interrupt others instead of listening; make sarcastic remarks about others, stand too close, stare, 
or glare.  When talking, they may point or shake their fingers, raise their voice, or complain a lot. 
 
A person with an aggressive personality may seem too concerned with their own needs and wants, and not seem 
to care at all about others. 
 
²Ƙŀǘ ƳŀƪŜǎ ǘƘŜ ŀƎƎǊŜǎǎƛǾŜ ǇŜǊǎƻƴ άŘƛŦŦƛŎǳƭǘέΚ  

 They may demand a lot of your time 

 They may bƭŀƳŜ ȅƻǳ ƻǊ ƻǘƘŜǊǎ ŦƻǊ ǘƘƛƴƎǎ ǘƘŀǘ ŀǊŜƴΩǘ ȅƻǳr fault 

 They may try to control the situation and your behavior 

 They may ǎŀȅ ǘƘƛƴƎǎ ƭƛƪŜ άȅƻǳ ŀƭǿŀȅǎΧέ ƻǊ άȅƻǳ ƴŜǾŜǊΧέ 

 They may try to put you down to make themselves feel better 

 They may try to start arguments by saying hurtful things 

 They may be stubborn about their schedule and activities 
 
How should you communicate with an aggressive person? 
 
Stay calm; aggressive people will try to upset you.  They will try to control the situation.  Remember, no one can 
make you feel bad unless you let them. 
 
5ƻƴΩǘ ōŜ afraid to stand up for yourself, but make sure you do it respectfully.  
 
Try to listen to what the person is really saying.  For example:  if John is complaining all the time that the food is 
cold, try asking him if he needs help with anything.  John may not know how to ask for help.  Try to stay calm, 
smile, and relax.  Remember, ƛŦ ȅƻǳ ŀŘŘ ŀƴƎŜǊ ǘƻ ǘƘŜ ǊŜǎƛŘŜƴǘΩǎ ŦǊǳǎǘǊŀǘƛƻƴΣ ȅƻǳ ƳƛƎƘǘ ƘŀǾŜ ŀƴ ŜȄǇƭƻǎƛƻƴΗ 
 



©Workforce Development, Inc. ς Pre-Employment Healthcare Academy Curriculum Guide 
 

Working with Difficult People ς Page 4 
 
Passive Personalities ς  
People with passive personalities may tend to be quiet, agreeable all the time, or apologetic for things that are 
not their fault.  They may also be intimidated by others, shy or scared.  Passive people may tend to avoid speaking 
ǳǇΣ ƻǊ ƭŜǘ ƻǘƘŜǊǎ ƳŀƪŜ ŘŜŎƛǎƛƻƴǎ ŦƻǊ ǘƘŜƳΦ ¢ƘŜȅ Ƴŀȅ ōŜ ƻǾŜǊǿƘŜƭƳŜŘΣ ƻǊ ŀŦǊŀƛŘ ǘƻ ǎŀȅ άƴƻέΦ  They may also be 
ashamed of themselves, avoid eye contact, and allow others to be rude. 
 
Passive people may seem to be concerned with other ǇŜƻǇƭŜΩǎ needs, sometimes feel silently overwhelmed, and 
ŘƻƴΩǘ ƎŜǘ ǘƘŜƛǊ ƻǿƴ ƴŜŜŘǎ ƳŜǘΦ 
 
²Ƙŀǘ ƳŀƪŜǎ ǇŀǎǎƛǾŜ ǇŜƻǇƭŜ άŘƛŦŦƛŎǳƭǘέΚ 

 They may blame others for everything, but never change the situation 

 They may wŀǎǘŜ ǘƛƳŜ ōȅ ƴƻǘ ŀǎƪƛƴƎ ŦƻǊ ǿƘŀǘ ǘƘŜȅ ƴŜŜŘΧ¸ƻǳ Ƴŀȅ have to play the guessing game 

 They may eȄǇŜŎǘ ƻǘƘŜǊǎ ǘƻ ǊŜŀŘ ǘƘŜƛǊ ƳƛƴŘΣ ƻǊ Ƨǳǎǘ άƪƴƻǿέ ǿƘŀǘ ǘƘŜȅ ǿŀƴǘΣ ŀƴŘ ŀǊŜ ǳƴƘŀǇǇȅ ƛŦ ȅƻǳ ŎŀƴΩǘ 

 They may have trouble making decisions, even little ones 

 They may talk negatively about people behind their backs  
 
How should you communicate with a passive person? 
 
Ask open-ended questions.  For example:  ά²hat was your daughter like?έ  NotΣ ά5o you like peas?έ  5ƻƴΩǘ ǎǘŀƴd 
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 giving them choices and information.  For example:  ask a resident if 
they would like the green blouse or the red sweater.  Tell them it is a bit chilly today.  Hopefully they will choose 
the sweater. 
 
 
Tips for Dealing with Difficult People ς  

 Since you spend so much time taking care of your residents, their negative behavior is often directed at 
you.  Try not to take their comments or behaviors personally. 

 Remember, it is only your opinion that someone at work is difficult.  A person who seems difficult to you 
may get along fine with everyone else.  Or, you may get along great with a resident that no one else 
seems to like to work with.  Sometimes it is all about personality. 

 Try hard not to overreact when dealing with a difficult person.  Ask yourselfΣ άLs this really worth fighting 
aboutΚέ 

 When you work with someone who has given you trouble in the past, try and make a fresh start every 
day.  

 Tell your resident what you are going to do before you do it.  This will decrease the chance that they will 
react negatively. 

 If someone is yelling or crying, try standing still, looking at the person, and waiting for them to calm down 
before you talk.   

 If a person is yelling or crying in an area that is very busy, try asking them to move to their room, so as to 
not disturb others.  Let them vent, and listen. 
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 Remember, there may be many ǊŜŀǎƻƴǎ ŦƻǊ ŀ ǊŜǎƛŘŜƴǘΩǎ ōŜƘŀǾƛƻǊ.  Most of the time, their behavior is not 
intended to make your life miserable.  They may be feeling sick, on a new medication, or depressed. 

 Be patient with your co-workers, too; ŘƻƴΩǘ ǘŀƪŜ ŜǾŜǊȅǘƘƛƴƎ ǇŜǊǎƻƴŀƭƭȅ.  For example:  ȅƻǳ ǎŀȅ άƘƛέ ǘƻ ¢ƻƳ 
and he does not respond.  You may ǘƘƛƴƪ ά¢ƻƳ ƛǎ ƳŀŘ ŀǘ ƳŜέΣ ƻǊ ά²Ƙŀǘ ŘƛŘ L ŘƻέΚ  The reality could be 
ǘƘŀǘ ¢ƻƳ ŘƛŘƴΩǘ ƘŜŀǊ ȅƻǳ because he just got some bad news from home.  

 Remember, tƘŜ ƻƭŘ ǊǳƭŜ ƻŦ ŎƻǳƴǘƛƴƎ ǘƻ ǘŜƴΧƛt really works.  If ten is not long enough for you, count to 
twenty.  Do this when you are dealing with a difficult resident or coworker.  If you count before you 
answer or talk with them, your response will probably sound much more professional. 

 5ƻƴΩǘ ŀƭƭƻǿ others to control your moods.  Come into work happy, and tell yourself that you are not going 
to let others make you mad.  Give yourself a pep talk if you have to work with a difficult person.  For 
example:  άL ŀƳ ǊŜŀŘȅ ŦƻǊ ǘƘƛǎΣ L Ŏŀƴ ƘŀƴŘƭŜ ǘƘƛǎΣ ŀnd I aƳ ƴƻǘ ƎƻƛƴƎ ǘƻ ƎŜǘ ǳǇǎŜǘέΦ  This is better than 
ǎŀȅƛƴƎ άOh, I hate this job.  It is terrible working for these rude residents.έ  Your happiness may help 
others be happy! 

 5ƻƴΩǘ ǿŀǎǘŜ ȅƻǳǊ ŜƴŜǊƎȅ ǘǊȅƛƴƎ ǘƻ ŎƘŀƴƎŜ ǇŜƻǇƭŜ ǿƘƻ ōŜƘŀǾŜ ƛƴ ŀ ŘƛŦŦƛŎǳƭǘ ƳŀƴƴŜǊΣ Ƨǳǎǘ change how you 
react to them. 

 Watch your body language.  If you tell someone you are listening, but you are looking at a clipboard, the 
resident will know you are not listening. 

 
 
Conditions that Cause Behavior Changes ς  

 COPD ςa lung disease that may prevent the brain from getting enough oxygen. This could make a person 
anxious or agitated 

 STROKE ςcan cause damage to the brain, causing a change in your residentΩs personality 

 URINARY TRACT INFECTION ς an infection in or near the bladder that may cause confusion or agitation 

 PAIN ςIf a client is in a lot of pain they may become frustrated, and lash out at those who care for them 

 59a9b¢L! ϧ ![½I9La9wΩ{ ςwhile very rare, a person can sometimes become violent in the middle stages 
of the disease (and the middle stages can last for years) 

 BRAIN TUMOR ςan abnormal growth can cause a personality change, depending on the location in the 
brain 

 SUBSTANCE ABUSE ς alcohol or drugs (prescription or not) may make a person combative, or violent 

 DREPRESSION or MENTAL ILLNESS ς a person may not be thinking clearly, and may get easily frustrated 
 



©Workforce Development, Inc. ς Pre-Employment Healthcare Academy Curriculum Guide 
 

Working with Difficult People ς Page 6 
 
Seven Types of Difficult People in the Workplace ς  

1. Hostile-Aggressive:  The bullies, ƻǊ άwalking time bombsέ, who throw tantrums and try to "muscle" their 
way through. 

2. Complainers:  They gripe incessantly, but never try to make things better. 
3. Silent and Unresponsive:  They only answer, "yeah," "nope," or just grunt and stare. 
4. Super-Agreeables:  Very likable, outgoing people who will agree to anything, 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. Know-It-All Experts:  These are superior types who want you 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 Workplace ς  
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 goals.  Don't let hard-to-get-along-with people become a personal issue. 
Put them in the proper perspective.  They are not your personal problem unless they hold back your 
progress. 

3. You don't have to like a person to get along with him or her.  Working relationships are not like marriages. 
They are transient connections in the process of reaching your objective. 

4. Recognize you can be difficult, too. 
5. Try to understand why difficult people are difficult.  Are they always hard to get along with, or just on 

those "bad days" everyone, including you, has? 
6. Be big enough to accommodate the difficult person, up to a point.   
7. When you do have to butt heads, be firm.  Don'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 with.  Go to your boss, explain the situation and ask him to resolve it 
by moving you to another position away from the trouble-maker or by correcting or removing that 
person.  Keep in mind this can backfire unless you are clearly in the right. 

9. Finally, if you have made your best effort along the lines discussed here and the difficulty still exists and it 
is hurting your personal life and career, you have to make a choice.  Learn to live with it, or leave for 
another position. 

10. Keep in mind; however, there will be difficult people wherever you go. You'll have to deal with them or 
surrender. 
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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 along great with a difficult resident is a difficult person too. 

c. True 
d. False 

 
4. _______ To get along with a Difficult co-workers, you should: 

a. Get offended 
b. Let them yell at you all they want 
c. Stay calm and listen 
d. Blame them, to get them fired 

 
5. _______ Passive people are great 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. Be shy 
d. Avoid decisions 

 
7. _______ {ǘǊƻƪŜǎ ŀƴŘ {ǳōǎǘŀƴŎŜ ŀōǳǎŜ Ŏŀƴ ŎŀǳǎŜ ŀ ǊŜǎƛŘŜƴǘΩǎ ōŜƘŀǾƛƻǊ ǘƻ ŎƘŀƴƎŜΦ 

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 resident, or co-worker. 

a. True 
b. False 
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Communication Act ivity - Case Study 
 
 
Mary, a nursing assistant at a long-term care facility, had received a note from Sue Johnson, who is one of nurses 
in charge.  The note requested that Mary ŎƻƳŜ ǘƻ {ǳŜΩǎ ƻŦŦƛŎŜΣ ǿƘƛŎƘ ǿŀǎ ŀŎǊƻǎǎ Ŧrom the cafeteria, at 12:00 to 
talk about MaryΩǎ Ǉƭŀƴ ǘƻ ŎƻƴǘƛƴǳŜ ƘŜǊ ŜŘǳŎŀǘƛƻƴΦ  When Mary ŀǊǊƛǾŜŘ ŀǘ {ǳŜΩǎ ƻŦŦƛŎŜΣ ǎƘŜ ǿŀs hoping that Sue 
had decided on her scholarship. 
 
²ŀƭƪƛƴƎ ƛƴǘƻ {ǳŜΩǎ ƻŦŦƛŎŜΣ Mary noticed Sue sitting at her desk, eating lunch and talking on the phone.  Mary 
stepped into the room, sat down and waited for Sue to finish her telephone conversation.  When Sue finished 
talking, she resumed eating her lunch, while explaining to Mary the decision she made about the scholarship.  
Mary waited for a break in the conversation so she could talk to Sue about her concerns, but the noise from the 
ŎŀŦŜǘŜǊƛŀΣ ŀƴŘ {ǳŜΩǎ ŜŀǘƛƴƎ ƳŀŘŜ it difficult to pay attention to what Sue was saying.  After one more phone call 
and two interruptions from co-workers, Sue was ready to end the conversation.  Mary stood up, frustrated that 
she had been unable to share her concerns with Sue.  Mary decided that she would have to schedule a quieter 
time to talk to Sue. 
 
1. Identify the barriers to effective communication from the case. 
  

 

  
 

  
 

 
 
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.  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 of journaling compares to 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 
 Ŏƭŀǎǎ ƻƴ ǘƛƳŜΣ ŘƛŘƴΩǘ Ǌǳƴ ƻǳǘ ƻŦ Ǝŀǎ ƻƴ ǘƘŜ ǿŀȅ ǘƻ ŎƭŀǎǎΣ ŜǘŎΦύ 
 
  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 
 
Iƻǿ ŘƛŘ ǘƻŘŀȅΩǎ Ŏƭŀǎǎ ƳŀƪŜ ȅƻǳ ŦŜŜƭΚ 
 

OR 
 
LƴǎǘǊǳŎǘƻǊΩǎ vǳŜǎǘƛƻƴ ƻŦ /ƘƻƛŎŜ 
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Check In Process 
 
 
Directions: 

 Pass the Check In sheet around. 

 Put your name, the date and time in the spaces provided. 

 Your instructor will keep all the Check In 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 
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Answers  ɀ Quiz II (A) and Quiz II (B)  
 
 

There are two quizzes [Quiz II (A) and Quiz II (B)] in case a student needs to re-take a quiz. 

 

 
Quiz II (A) 
Answers 

  
Quiz II (B) 
Answers 

 

 
1. b 
2. a 
3. c 
4. b 
5. d 
6. a 
7. d 
8. b 
9. a 
10. b 
11. c 
12. a 
13. b 
14. a 
15. c 
16. American Dietetic Association 
17. Midnight to noon 
18. Cubic Centimeter 
19. /ƻƳǇƭŀƛƴǘǎ ƻŦ Χ 
20. Hard of hearing 
21. Bedtime/hour of sleep 
22. Height 
23. Out of bed 
24. Left eye 
25. After meals 
26. Occupational Therapy 
27. Sodium 
28. Hour 
29. Wheelchair 
30. Passive range of motion 
 

 
 

 

1. b 

2. c 

3. a 

4. c 

5. d 

6. b 

7. a 

8. d 

9. c 

10. b 

11. b 

12. c 

13. a 

14. c 

15. b 

16. a 

17. b 

18. c 

19. b 

20. c 

21. c 

22. a 

23. b 

24. b 

25. c 
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Answers - Difficult People Quiz  
 
 

 
Difficult People Quiz 

Answers 
 

 

1. b 

2. b 

3. b 

4. c 

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 markers ς Instructor provided 
3-Hole punch ς Instructor provided 
Spiral notebook ς Student provided 
2 Pencils ς Student provided 
1 Pen ς Student provided 
Flash cards ς Student provided 
Colored Paper strips (3-4 different colors) for creating groups for Decision Making 
 Activity #1 (1 strip per student) ς Instructor provided 

3 Hours 

Style Time Activities 

V,K 5 minutes Check In Process 

V,A,K 75 minutes Decision Making 

V,A,K 15 minutes BREAK 

V,A,K 75 minutes Decision Making (continued) 

V,A,K 10 minutes Time to Journal 
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Session 8 
Student 

Handouts
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Decision Making  
 
 
OBJECTIVE: To help those participating see how decisions are made: 

 In very small or large ways 

 Every 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 fast-paced manner, and it happens with no rhyme or reason, and also 
when you least expect it 

 DeŎƛǎƛƻƴ ƳŀƪƛƴƎ ƛǎ ƴƻǘ ŀƭǿŀȅǎ ǘƻ ȅƻǳǊ ƭƛƪƛƴƎ ƻǊ ƻƴ ȅƻǳǊ ƻǿƴ άǘƛƳŜŦǊŀƳŜέ 

 OTHER WAYSΧȅƻǳ Ŏŀƴ ƎŜƴŜǊŀǘŜ ȅƻǳǊ ƻǿƴ ǘƘƻǳƎƘǘǎΧ 
  
 
ACTIVITY #1:  GROUP SELECTION 
1. As students arrive, you can have them select a colored paper strip from your table 

 OR 
They can choose a seat where colored strips of paper are already laid out. 
 

2. Once students are seated, ask them to pick up their belongings and sit in groups according to the color of their 
paper strip. 

 
3. Once this is done, have them choose a leader in the group.  Do not give them more than one minute to do 

this. 
 

OBSERVATION:  How does a person make decisions ǿƘŜƴ ǘƘŜȅ ŘƻƴΩǘ ƪƴƻǿ ǘƘŜ ǊŜŀǎƻƴΚ  How do they make 
ŘŜŎƛǎƛƻƴǎΚ  5ƛŘ ǘƘŜȅ ŎƘƻƻǎŜ ŀ ŎƻƭƻǊ ōŀǎŜŘ ƻƴ ŀ ŦǊƛŜƴŘΩǎ ŎƻƭƻǊ, or because they liked it? 

 
4. Immediately, ask the group to choose a team name.  Give them 2-о ƳƛƴǳǘŜǎ όƻǊ ƭŜǎǎΧŘŜǇŜƴŘƛƴƎ ƻƴ ȅƻǳǊ 

group). 
 
5.  Write the team names on the board. 

 
Facilitator:  Discuss how the name was chosen, who had input, etc.  Someone had to take charge and group 
consensus (decision making) had to happen quickly. 
 
OBSERVATION:  How do they handle a group decision with little or no warning?  Who takes charge?  
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Decision Making ς Page 2 
 
ACTIVITY #2:  DECISIONS ς LARGE OR SMALL 
1. Ask the group to think of all the decisions they have made from the time they 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 route to take to class, 
etc.)  Discuss.  Things to consider: 
1. Did others influence these decisions? 
2. How did theǎŜ ŘŜŎƛǎƛƻƴǎ ŀŦŦŜŎǘ ǘƘŜ ƻǳǘŎƻƳŜΚ 9ǘŎΧ 

 
Facilitator:  Ask that the group leader now must choose someone from their team and move them to a new 
team to their left.  THIS MUST BE DONE IN 30 SECONDS. 
 

        RATIONALE:  How do they handle an uncomfortable decision, where some power is involved? 
 
 
ACTIVITY #3:  DECISIONS ς INFLUENCED 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 board.  (mom, dad, daughter, son, uncle, aunt, student, teacher, friend, parent, etc.) 
 
 Things to consider: 

 Number of children, ages of children 

 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 make on a daily basis are also influenced by the 
expectations/needs, etc. of the other important people in their world.  Discuss how their role (parent-child, 
friend-friend, co-worker-supervisor, etc.) 
impacts their decisions. 
 
RATIONALE:  Do they recognize that their decision making is often influenced by others? 
 
 

ACTIVITY #4:  DEFINE WHAT WE ARE TALKING ABOUT 
Facilitator:  Put the DECISION definition overhead up (or provide as a hand-out for the class) 
5ƛǎŎǳǎǎ Ƙƻǿ ²ŜōǎǘŜǊΩǎ ŘŜŦƛƴƛǘƛƻƴ ƻŦ άŘŜŎƛǎƛƻƴέ ƛƳǇŀŎǘǎ ŀƭƭ ŀspects of our lives. 
 
1.   [ƻƻƪ ŀǘ ǘƘŜ ŘŜŎƛǎƛƻƴ ŀŎǘƛǾƛǘƛŜǎ ǿŜ ƘŀǾŜ ŀƭƭ ǊŜŀŘȅ ŘƻƴŜΣ ƻǊ ǘƘŜ ŘŜŎƛǎƛƻƴ ȅƻǳ ƘŀǾŜ ŀƭǊŜŀŘȅ ƳŀŘŜΧ 
 
  Facilitator:  [ƛǎǘ ƻƴ ǘƘŜ ǎƛŘŜ ƻŦ ǘƘŜ ōƻŀǊŘΧƪŜŜǇ ǘƘƛǎ ƭƛǎǘ ǳǇ ŀƴŘ ŀŘŘ ƻǘƘŜǊ ŀŎǘƛǾƛǘƛŜǎ ŀǎ ȅƻǳ Ǝƻ ƻƴΧ 
 *Choose a color/seat 
 *Identify decision you made before arriving in class 
 *Identify 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 worksheet.  Ask the leader 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 team members.  When your team is left on this island, I will also leave with you enough of three chosen 
ŦƻƻŘǎ !b5 ŀƳǇƭŜ ŦǊŜǎƘ ǿŀǘŜǊ ŦƻǊ ŀ ȅŜŀǊΩǎ ǘƛƳŜ. 
!{YΥ  ά!ǊŜ ǘƘŜǊŜ ŀƴȅ ǉǳŜǎǘƛƻƴǎΚέ 
  
 **NOTE:  You will need to determine, in your own mind, the answers to such things as,  
 ά5ƻ ǿŜ ƘŀǾŜ ǘƻƻƭǎκǳǘŜƴǎƛƭǎΚέ  ά5ƻ ǿŜ ƘŀǾŜ ŦƛǊŜΚέ  άLǎ ǘƘŜǊŜ ǊŜŦǊƛƎŜǊŀǘƛƻƴΚέ 
 
L 5h bh¢ ǾƻƭǳƴǘŜŜǊ ǘƘƛǎ ƛƴŦƻǊƳŀǘƛƻƴΧǇŀǊǘ ƻŦ ǘƘŜ ǇǳǊǇƻǎŜŘ ƻŦ ǘƘƛǎ ŜȄŜǊŎƛǎŜ ƛǎ ǘƻ ǎŜŜ Ƙƻǿ ƳǳŎƘ ǘƘƻǳƎƘǘ ǘƘŜ 
ǘŜŀƳκƳŜƳōŜǊǎ ǿƛƭƭ Ǉǳǘ ƛƴǘƻ ǘƘƛǎ ƳŀƧƻǊ ŘŜŎƛǎƛƻƴΧǿƘƛŎƘ ǿƛƭƭ ŀffect them for an entire year.  IF they ask, be 
prepared for your firm decision.  I usually say NO to all of the above questions. 
 
GIVE the teams about 5 minutes to come to these decisions.  NOTE:  I usually leave the room at this point, and ask 
a co-worker to go in and just listen.  What are they listening for?   
 
Several things: 

 Who makes decisions in each group?  All or only one? 

 What kind of discussion do they have about choosing their foods? 

 Do some groups function independently or do they let other group conversations impact their decision 
making? 

 Did they ask the co-ǿƻǊƪŜǊ ŀōƻǳǘ ǊǳƭŜǎ ƻǊ άǿƘŀǘ ŀōƻǳǘΧέΚ 
 
Facilitator:  Returning to the group, ask each group to: 

 Share their list of three things and why they chose them. 
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Survival  Food 
 

1. 
 
 
 
 
 
 
 
 
 
 
 
2. 
 
 
 
 
 
 
 
 
 
 
 
3. 
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SITUATION: 

LǘΩǎ !ǳƎǳǎǘ млth about 3:45 p.m.  You have worked 8 days without a day off.  You are training in a new 
CNA.  You are trying to get your own work on the 2nd floor, east wing finished for the day.  A co-worker 
comes up and asks for help to finish the beds in the east wing, 1st floor.  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 four months of successful employment.  Then, your car breaks down.  
Lǘ ǿƛƭƭ Ŏƻǎǘ ƻǾŜǊ Ϸплл ǘƻ ǊŜǇŀƛǊΦ  ¸ƻǳ ŘƻƴΩǘ ǿŀƴǘ ǘƻ ƭƻǎŜ ȅƻǳǊ ƧƻōΦ  ²Ƙŀǘ ǿƛƭƭ ȅƻǳ ŘƻΚ 

 
 
SITUATION: 

A co-worker asks you to punch her out and she leaves 30 minutes early to get home to her husband 
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 
ǎƘƛŦǘΧōǳǘ ǎƘŜ ǿŀƴǘǎ ǘƻ ƪƴƻǿ ǿƘŀǘ Suzie did in a specific situation.  What will you do? 

 
 
SITUATION: 

You have been working at a care center for 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 co-workers, the residents, and the pay and hours are wonderful.  While 
working with a co-ǿƻǊƪŜǊ ƻƴŜ ŘŀȅΣ ǘƘŜȅ ǎƭƛǇ ŀ ŦƛƎǳǊƛƴŜ ŦǊƻƳ ŀ ǊŜǎƛŘŜƴǘΩǎ ōŜŘǎƛŘŜ ƛƴǘƻ ǘƘŜƛǊ ǇƻŎƪŜǘΦ  What 
will you do? 

 
 
SITUATION: 

Same situation as aōƻǾŜΧŜȄŎŜǇǘ ǘƘŜ Ŏƻ-worker takes a $20 dollar bill from the bedside table of a resident. 
 What will you do? 
 
 
SITUATION: 

You are fairly satisfied with your job.  You have been there seven months.  An opportunity to move to 
another shift comes up.  You know your good friend, who has been there three months, 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 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 day of journaling compares to 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 
 Ŏƭŀǎǎ ƻƴ ǘƛƳŜΣ ŘƛŘƴΩǘ Ǌǳƴ ƻǳǘ ƻŦ Ǝŀǎ ƻƴ ǘƘŜ ǿŀȅ ǘƻ ŎƭŀǎǎΣ ŜǘŎΦύ 
 
  AND 
 
 How this activity makes you feel? 
 
  OR 
 
 What did you like the least about the activity? 
 

OR 
 
Iƻǿ ŘƛŘ ǘƻŘŀȅΩǎ Ŏƭŀǎǎ ƳŀƪŜ ȅƻǳ ŦŜŜƭΚ 
 

OR 
 
LƴǎǘǊǳŎǘƻǊΩǎ vǳŜǎǘƛƻƴ ƻŦ /ƘƻƛŎŜ 
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Check In Process 
 
 
Directions: 

 Pass the Check In sheet around. 

 Put your name, the date and time in the spaces provided. 

 Your instructor will keep all the Check In 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 
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Session 9 Lesson Plan 
 
 

Materials: Check In Process 
Hand Washing 
Infection Control 
Key Terms (Units 8-10) 
Key Terminology Game Directions with Cards 
Time to Journal 

Equipment/Supplies: Easel/whiteboard and markers ς Instructor provided 
3-Hole punch ς Instructor provided 
Spiral notebook ς Student provided 
2 Pencils ς Student provided 
1 Pen ς Student provided 
Flash Cards ς Student provided 
Markers, 4 sets ς Instructor provided 
Soap ς Instructor provided 
Paper towels ς Instructor provided 
Nail brush ς Instructor provided 
Sink ς Instructor provided 
Water ς Instructor provided 
Wastepaper basket ς 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 

V,A 30 minutes Key Terms (Units 8 ς 10) 

V,A,K 15 minutes Key Terminology Game 

V,A,K 10 minutes Time to Journal 
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Hand Washing  
 
 

Student Name: _________________________ 
 

Hands, wrists, and fingernails must be dry and free of pathogenic microorganisms. 
 
Supplies: 

Soap ς Instructor provided 
Paper towels ς Instructor provided 
Nail brush ς Instructor provided 
Sink ς Instructor provided 
Water ς Instructor provided 
Wastepaper basket ς Instructor provided 

 

 
SKILL 

 
DATE 

t!w¢b9wΩ{ 
INITIALS 

  
1. Approach the sink 

  

 
2. Turn on water 

  

 
3. Adjust the water temperature 

  

 
4. Wet wrists and hands thoroughly with warm water, always holding hands 

downward 

  

 
5. Apply soap 

  

 
6. Lather hands well by rubbing palms together 

  

 
7. Wash hands using friction and rotation motion for a minimum of 20-30 seconds 

 Wash palms and back of hands 

 Wash fingers in rotary motion, wash between fingers 

 Wash wrists in circular motion 

  

 
8. Clean fingernails using a nail brush, or rub fingers on opposite palm to clean 

nails 

  

 
9. Rinse wrists and hands well, remembering to keep hands pointing down 

  

 
10. Pat wrists and hands dry 

  

 
11. Turn water off using a dry paper towel 

  

 
12. Discard all paper towels into wastepaper basket 

  



©Workforce Development, Inc. ς Pre-Employment Healthcare Academy Curriculum Guide 
 

Infection Control  
 
 

 

G e r m s 

Rings hide things 

Microbes cling to cracks, 
chapped, rough hands 

Jewelry hides microbes 
and makes hand washing 
difficult 

Pathogens hide between 
your fingers 

Any abrasion, scratch or 
lesion on skin left 
uncovered is an invitation 
for microbes to enter 


