Module 4. Coping Skills

Module 4.

Coping Skills: Time and Stress Management for Successful Employment (and Training!)

Handouts

Activity 1: Time Management
Handout 4.1 

Managing Time: Setting Priorities

Handout 4.2a 

Putting Tasks in Order (Tim)

Handout 4.2b 

Putting Tasks in Order (Loretta)

Handout 4.2c 

Putting Tasks in Order (Lily)

Activity 2: Job-Related Stress and Causes
Handout 4.3 

Personal Worksheet for Managing Stress

Handout 4.4 

Stress and What Causes It

Handout 4.5 

Signs of Stress

Handout 4.6 

Ways to Manage Stress
Handout 4.7 

Stress Reduction

Handout 4.8

Symptoms of Burnout

	Handout 4.1


Managing Time: Setting Priorities
Personal Home Care Aides (PHCAs) often report that they don’t have enough time to get all their work done. Sometimes, without meaning to, that can put the client at risk. This is why “time management” is important. 

Time management: figuring out what to do and when, so that things get done when they need to be done.

Prioritize: It helps to set priorities, or decide which jobs are the most important. Use 3 categories of priorities: 

1) Which tasks or services must be done immediately?

2) Which tasks or services need to be done within a certain time period?

3) Which tasks or services should be done only if there’s enough time? 

How can you set priorities? 

Maria’s tip: Check the care plan

“When I go to work with a client, I always check the care plan after I check in with the client. It always tells me WHAT I have to do, but sometimes it also says WHEN I have to do it.” 

Mohammed’s tip: Talk with the client
“I work as a personal care assistant with Mr. Nur three days a week. When I get to his place, we always sit down and discuss what he wants me to do today.” 

Be organized(plan your work in three phases.
1) Get ready(gather everything you will need 

2) Do the job 

3) Clean up(clean work areas and put away what you took out 

	Handout 4.2a


Putting Tasks in Order

[Note to instructor: Give one case to each group.] 

Tim
Tim is 30 years old. His legs are paralyzed from a car accident not long ago and he is still getting used to using a wheelchair. You assist him with bathing and getting dressed. 
You have just arrived for work. When you check on Tim, he tells you he had a bowel movement in bed during the night. He needs to be cleaned up, and his sheets need to be changed. 

Look at the tasks below. Decide what order to do them in. Then number the tasks from 1 to 7 to show the order. 

___ 
Remove dirty bed sheets.

___ 
Wash your hands.

___ 
Get the things you will need, such as clothes and sheets.
___ 
Take Tim to the bathroom to help him shower.

___ 
Put on gloves.

___ 
Talk to Tim. Say, “It’s no big deal. I’ll help you get cleaned up.” 

___ 
Make Tim’s bed.
	Handout 4.2b


Putting Tasks in Order

[Note to instructor: Give one case to each group.] 

Loretta 
Loretta is 70 years old and has a history of depression. She is also bi-polar and has trouble remembering to take her medications. In addition to helping her remember her meds, she needs some help remembering to take a shower, comb her hair, prepare meals, and clean house. 

When you arrive at 9 a.m., Loretta is standing in her room and crying. There are pieces of glass and water on the floor near her from a broken vase. She is still wearing her night clothes. She says she was getting up to go to the bathroom and knocked her flower vase on the floor. She was too upset to move and was waiting for you to come. She hasn’t eaten breakfast yet, either. 
Look at the tasks below. Decide what order to do them in. Then number the tasks from 1 to 5 to show the order. 

___ 
Help Loretta walk around the water and glass safely, and go use the toilet.
___ 
Clean up the water and broken glass. 
___ 
Ask Loretta how she wants you to help. 
___ 
Help Loretta fix herself breakfast. 

___ 
Ask Loretta is she is OK. Find out why she is crying.

	Handout 4.2c


Putting Tasks in Order

[Note to instructor: Give one case to each group.] 

Lily
Lily is 50 years old. She has Down syndrome (an intellectual disability). She lives in a group home now, after living with her parents until they died recently.  You support Lily for 2 hours a day, 5 days a week. Lily’s pretty healthy but she needs to be reminded about bathing and taking care of her hair. She also needs some assistance with budgeting, food shopping, doing laundry and general housekeeping, and using the bus to get out into the community.
When you arrive today, Lily has a long list of tasks she’d like you to do with her today. You tell her that you have just 2 hours and that she needs to take her shower and fix her hair first. Lily agrees. 

The next step is to figure out with Helen which added tasks are more important, and which are less important, and why. 

Look at the tasks on the list below. To prepare yourself to talk with Lily, think about which tasks you feel are more important, and which are less important. Then number the tasks to show the priority, in your thinking. 

Lily’s List 

___ Plant tulip bulbs in front of the house. (She used to do this with her mother.) 
___ Go shopping for food. 
___ Wash all her blankets.  (She also used to do this with her mother.)
___ Go to the library. 
___ Wash the dishes.
___ Do one load of laundry.

	Handout 4.3


Personal Worksheet for Managing Stress
I feel good about…

____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
My own signs of stress are…

____________________________________________________________
____________________________________________________________
____________________________________________________________

One thing I can do to manage my stress in the next week is…

____________________________________________________________
	Handout 4.4


Stress and What Causes It
What is stress?

“Stress” is the way we react to changes, challenges, or danger. In terms of our physical bodies, the endocrine system releases adrenaline during stress. This natural chemical gives us extra energy to fight or run away. 

For emergencies, our ability to respond to stress is good. But there can be problems when the “stressful” situation does not go away. The body is not meant to be ready to “fight or run away” on a long-term basis, and some body systems start to wear out. 

The situations that cause stress are different for different people.  Many people feel stress when there is change in their lives—even positive changes like marriage or starting a better job. 
Direct care work can be stressful. It can be physically demanding and emotionally challenging.  Many PHCAs work more than one job due to low wages and often have responsibilities to support their families. 
Everyone has times of stress in their lives.

You can predict some causes of stress. 

They include:

· Getting married

· Having kids

· Starting a new job

· Retiring

· Taking care of aging parents

· Taking tests

You cannot predict other causes of stress. 

They include:

· Ending a marriage

· Flood, fire, earthquake, or tornado

· Getting sick or hurt

· Losing your job or your home

· Death of a loved one

How do you react differently to these different causes of stress?

	Handout 4.5
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Signs of Stress
We all feel stress sometimes. Here are some signs of stress.

Stress can affect your thoughts. 

It can make you:

· Confused or forgetful 

· Have trouble making choices 

· Make bad choices

· Think gloomy thoughts

· Think the same thing over and over

Stress can affect your feelings.

It can make you feel:

· Tired

· Grumpy 

· Like laughing or crying too much

· Nothing 

· Restless, worried, sad, or angry 

· Like you can’t cope

· Like running away

	Handout 4.5
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Signs of Stress
Stress can affect your body. 

It can make you have:

· Chest pain or an uneven heartbeat 

· Headaches or muscle pain

· High blood pressure 

· Skin problems 

· Trouble breathing

· Trouble digesting food

· Trouble sleeping

Stress can affect the way you act.

It can make you:

· Bite your nails or grind your teeth

· Eat or sleep too much, or too little 

· Lose your temper easily

· Lose interest in sex

· Not do the things you need to do

· Stay away from other people 

· Use alcohol and drugs more 

	Handout 4.6
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Ways to Manage Stress
Being a PHCA can be hard work. Read how these PHCAs cope with stress.

Dee’s tip(Sleep well.

“My body and mind work better when I’m well rested. If I get my 8 hours, I know the next day will be great!”

Sara’s tip(Get moving.

“When my body moves, the stress just melts away. I feel better inside and out.”

Bob’s tip(Eat well.

“The food I choose really affects how I feel. When I eat right, I’m stronger.” 

Emma’s tip(Cut back on caffeine and sugar.

“Coffee, cola, and sweets bring me up. But when I crash, I feel worse than ever. Plus, they make me tense when I have too much.”

Jim’s tip(Avoid alcohol and other drugs.

“Drinking used to make me feel better, but only for a little while. It was just hiding the real problems(and making them harder to deal with. I’m glad I stopped.”

June’s tip(Treat yourself.

“I try to do something I enjoy(especially on the tough days.”

Greta’s tip—Do yoga or meditate.

“Doing yoga really helps me to relax and let go of stress from work. Sometimes I meditate—I just sit and focus on my breathing and try to not think of anything. That can really help at the end of a rough day!”
	Handout 4.6
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Ways to Manage Stress

Roberta’s tip—Practice your religion.

“For me, going to church helps me to remember why I do this work and to see what’s really important in my life—not all the problems, but the ways that we help each other. My friends who follow other religions say the same thing—whatever your faith, practicing your faith seems to really help reduce stress.”
Joe’s tip(Get support(Talk with friends.

“After a tough day, I call my friend Mike. Talking with him really clears my mind. And I can usually think of a way to make the next day go better.”
Asha’s tip(Get support(Lean on family.

“My family keeps me going. When my kids meet me at the door with a hug and tell me I’m the best mommy, it just lifts me up.”

Kofi’s tip(Get support(Have fun with friends.

“My buddies know me inside and out(and they like me anyway! After I hang out with them, I feel like myself again.” 

Joyce’s tip(Get support(Share with coworkers.

“It’s great to talk with other people who do what I do. They know just what I’m going through.”

List at least one thing you can do to manage your own stress in the next week.
____________________________________________________________
____________________________________________________________
____________________________________________________________
____________________________________________________________
	Handout 4.7


Handout 4.7 – Stress Reduction

· Eat a balanced diet – fuel your mind and body with nutritious foods.

· Get plenty of rest/sleep each night.  Not once a week or maybe on the weekends, but every night.

· Exercise regularly.  Start a walking group at lunch time or walk for 30 minutes before you go home each night.

· Accept your own limits; don’t try to do it all.  

· Recognize when you need help and ask for assistance when you need it.

· Make a realistic schedule for yourself and your tasks.

· Make lists.  Tasks seem less daunting when they are laid out in front of you.  Also, as you cross items off your list, it gives you a feeling of accomplishment and satisfaction.

· Relax.  Breath, meditate, sit quietly, etc., but consciously make an effort to stop what you are doing and relax.

· Take a break.  Take some time to yourself.  This is OK; do not feel guilty about doing something for yourself.  Your work will still be there when you are done, so do not rush back to it if you are due for a break.

· Spend time with a pet.  Animals can be very therapeutic for stress and anxiety.

· Feed birds or fish.

· See your doctor for regular medical check-ups.

· Cut yourself some slack.  Don’t be harder on yourself than you would be to someone else.

· Love yourself.  Tell yourself how proud you are of YOU every day.  Give yourself credit for even the smallest accomplishments.

· Listen to yourself and identify your feelings, do not bury them or ignore them.

· Get a massage, pedicure, manicure, etc. – something for YOU.

· Talk to people who can validate you and your feelings.  Not everyone will understand your stress, therefore join a support group or talk to co-workers.

· Give yourself permission to cry.  

· Read a magazine or go to a movie.

· Do not work through your lunch or breaks.

· Laugh every day.

· Allow yourself to get professional help if your support system is not enough.

· Listen to music.

· Reduce your daily caffeine intake.

· Clean your car, office space, desk, etc.  Less clutter in your environment may help clear clutter from your mind.

· Try not to blame others for your own anxieties, unhappiness, or poor health.

· Stay involved with hobbies, or try a new hobby.

· Keep a journal.

· Plant flowers or vegetables.

· Turn off the news, and don’t watch suspenseful or scary movies at night.

· Create a support team or group – with co-workers, family, neighbors, etc.

· If possible in your job, rotate responsibilities with others.

· Clarify personal boundaries and stick to them.  It’s ok to say “no” to someone, you need to take care of you first. 

· Express your needs verbally.  Others may not pick up on subtle or physical cues.  Be direct, honest, and clear.

Handout 4.8 – Symptoms of Burnout 
	Handout 4.8


· Feelings of depression

· Sense of ongoing and constant fatigue

· Decreased interest in work

· Decreased productivity at work

· Withdrawal or isolation from others

· Change in eating patterns

· Change in sleeping patterns

· Feelings of helplessness and guilt

· Increased use of stimulants and alcohol

· Increased fear of death

· Excessive blaming

· Negative thinking 

· Feelings of impatience and irritability 

· Compulsive behaviors (overspending, overeating, gambling, etc.)

· Poor self-care

· Legal problems

· Chronic physical ailments, such as stomach issues and colds

· No longer finds activities enjoyable

· Difficulty concentrating or preoccupied

· Mentally and physically tired
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