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Housekeeping for Clients
Assisting a client to keep their home clean is an important part of home care. Read how these Personal Home Care Aides (PHCAs) help clients at home.

Why is it important?

Andre’s tip(Cleaning lets clients stay in their homes longer. 

“When I clean, I know I’m helping the man I work for keep his independence. His family can’t always be there. And sometimes the place gets really messy. He doesn’t care much, but if I didn’t help him keep the place clean, people might say(‘He can’t go on living on his own like that!’ So I help him stay on his own by keeping the place clean.”

Jackie’s tip(Cleaning keeps the client safe and healthy.

“I feel good about cleaning because I know it’s good for my client. Cleaning gets rid of germs and controls bugs. Picking things up off the floor keeps her from tripping and falling. And I know she feels better in a clean house.”

Isn’t it the same as cleaning your own home?

Lara’s tip(Cleaning for others is different than cleaning your own home.

“There can be some tension. The woman I work for doesn’t always agree with me about the right way to clean. She likes different products. And believe it or not, she doesn’t always want her home cleaned! I try to remind myself(it’s her house, not mine.”

	Handout 9.1
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Housekeeping for Clients
Be organized!

Peggy’s tip(Plan ahead.

“Before I go to Lily’s home, I make a plan. Then when I get there, I get my supplies ready. That way I can do my job better(and faster. “

To make a plan:

· Follow Lily’s plan of care.

· Decide which jobs are most important. Make sure those get done.

· Do as much cleaning as you can in the time you have.

· Ask Lily to do as much as she can. 

Tameshia’s tip(Break big jobs into smaller ones.

“I look at all the jobs on my list. I think about the best way to get them done in the time that I have. Sometimes when I have a really big job, like washing all the floors, I break it down into smaller tasks(like first I’ll do the kitchen and then I’ll do the bathroom. That makes the job easier to manage.”

Gilbert’s tip(Save time. 

“I save time by cleaning one room at a time. That way, I don’t waste time moving around. Plus, I try to do more than one task at a time. For example, if I start the clothes in the washer, I can sweep the floor while they’re washing. That way I’m doing two things at once!” 
	Handout 9.1
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Housekeeping for Clients
Mona’s tip(Get ready.

“I gather all my supplies before I start.”

Here are some of the things you’ll need:

· Baking soda

· Bleach and vinegar

· Broom

· Cleanser or soap

· Mop

· Rags

· Scrub pad

· Whisk broom or scrub brush

Be safe!

Andre’s tip(Use machines safely.

“I’m extra careful with machines, like the blender. I always follow safety rules.”

To use a machine safely:

· Keep it away from sinks and bathtubs.

· To clean it, unplug it. Then wipe it clean. 

· Use it only if the cord is in good shape.

· Don’t poke it with metal objects.

	Review—Housekeeping for Clients:

· Cleaning lets clients stay in their homes longer.

· Cleaning keeps the client safe and healthy.

· Cleaning for others is different than cleaning your own home. 

· Be organized—plan ahead; multitask.

· Use machines safely.




	Handout 9.2
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Tips for Cleaning Each Room
Cleaning Lily’s home is a big job. Keeping these tips in mind will make the job easier. 

To clean her kitchen: 

· Soak hard-to-clean dishes and pots before washing.
· Throw out garbage every day.
· Wipe up spills right away.
To clean her bathroom: 

· Clean often to get rid of germs and bad smells.

· Wipe up spills right away.

To clean her bedroom: 

· Change sheets and blankets once a week.

· Clean, dust, vacuum, and air the room every day.

	Handout 9.2
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Tips for Cleaning Each Room
To clean her floors:

· Move as much as you can off the floors before cleaning. 

· Tack down loose rugs.

· Sweep wooden floors. Vacuum rugs. Sweep and mop kitchen and bathroom floors. 

· Wipe up spills right away.

To control insects and other pests: 

· Cover food.

· Fix holes in screens and windows.

· Keep things as clean as possible.

To do her laundry:

· Before washing clothes, fix any damage. 

· If you don’t know how to use the machine, ask for help.

· Take clothes out of the dryer as soon as they are dry.
· Hang up or fold clothes, and put away in closet or drawers.

	Handout 9.3


Making a Bed: Why It Matters 

Making the bed is an important job. Read why it matters to these PHCAs. 

Don’s tip(Making the bed is good for the client's skin. 

“Wrinkled sheets can hurt the skin. They can even cause bed sores! So I try to keep the sheets smooth.”

Abdul’s tip(A clean bed makes the client happy.

“People here spend a lot of their day in bed. I think they should have a clean place to rest.”

Pat’s tip(A clean bed gets rid of germs. 

“Sheets can have body fluids on them. That means germs. I don't want those germs on me, or anyone else!”

Jamie’s tip(A clean bed keeps bugs away.

“Quite a few of the folks here eat in bed. Food can bring bugs. And who needs that?”

	Review—Why Making a Bed Matters: 

· Making the bed is good for the client's skin. 

· A clean bed makes the client happy.

· A clean bed gets rid of germs.

· A clean bed keeps bugs away.



	Handout 9.4


Making a Bed Safely

It's important to make a bed safely. Take these steps.

To keep germs from spreading:

· Wear gloves when you touch dirty linens. 

· Fold dirty linens. Hold them away from your body. Don't shake them. 

· Put dirty linens in a laundry bag or covered hamper right away. Wash them as in Module 3.

· Wash your hands before touching clean linens. Wash them again after making the bed.

· Put clean linens in a clean place.

· Keep all linens(clean and dirty(off the floor.

To keep from getting hurt:

· Use good body mechanics for reaching, lifting, and turning.

To protect the client's skin:

· Put sheets and pillow cases over plastic covers.

Smooth out wrinkles. 

	Handout 9.5
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Build Your Skills: Making an Empty Bed 

	What to Do

	Get ready to make the bed.

	1. Wash your hands.

	2. Get the clean linens you will need. These may include: 

· Bedspread

· Blanket

· Bottom sheet 

· Top sheet

· Draw sheet

· Pillowcase

· Bed protector

· Mattress pad



	3. Put the clean linens in a clean place near the bed.

	4. If the client’s bed adjusts, raise the bed to a good height for working.

	5. Put on gloves if bedding is soiled with body fluids.

	Strip the bed

	6. Take off bedding that will be used again. Fold them. Put them in a clean place.

	7. Take off dirty linens. Fold them, holding them away from your body.

	8. Put dirty linens in a laundry bag or covered hamper

	9. Remove and discard gloves.
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Build Your Skills: Making an Empty Bed 

	Make the bed

	10. Smooth out wrinkles in the mattress pad. Or put on a clean one.

	11. Put the clean bottom sheet in the middle of the bed. Unfold it. Tuck it in. Miter corners, if it's a flat sheet.

	12. Put the draw sheet in the middle of the bed, if needed.

	13. Put the clean top sheet in the middle of the bed. Unfold it, with the wrong side up and the wide hem at the top. Tuck it in, and miter corners.

	14. Put the blanket in the middle of the bed. Unfold it. Tuck it in, and miter corners.

	15. Put the bedspread in the middle of the bed. Unfold it. Make sure it covers the sheets and blanket.

	16. Put on the clean pillowcase. Here's how: 
· Open the pillowcase.

· With one hand, hold the case by the middle of the bottom seam. 
· Still holding the seam, fold the case over your hand.
· With the same hand, hold the end of the pillow in the middle.
· With your other hand, pull the case over the pillow.



	17. Put the pillow at the top of the bed, with the open end away from the door. Pull the bedspread over the pillow.

	Finish making the bed

	18. Lower the bed, if you raised it before.

	19. Attach a call bell to the bed, if the bed is in a nursing home.

	20. Wash your hands.


	Handout 9.6
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MyPlate
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	Grains Group
	Vegetable Group
	Fruit Group
	Dairy Group
	Protein Foods Group

	Make at least half your grains whole.
	Vary your veggies.
	Focus on fruits.
	Get your calcium-rich foods.
	Go lean with protein.


	Handout 9.6
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MyPlate
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Dietary Guidelines 2010

Selected Messages for Consumers

Take action on the Dietary Guidelines by making changes in these three areas.

Choose steps that work for you and start today.

Balancing Calories

e Enjoy your food, but eat less.

e Avoid oversized portions.

Foods to Increase

e Make half your plate fruits and vegetables.
e Make at least half your grains whole grains.

e Switch to fat-free or low-fat (1%) milk.

Foods to Reduce

¢ Compare sodium in foods like soup, bread, and frozen meals—and choose
the foods with lower numbers.

e Drink water instead of sugary drinks.

ChooseMyPlate.gov
g J

June 2011
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Regular and Simple Modified Diets
A regular diet can be changed to fit the needs of different people. A simple modified diet has just one change from a regular diet. 

Simple modified diets are: soft, bland, high-calorie, low-calorie, low-salt, or low-fat.

Mrs. Bradley(Regular diet

“Because I don’t have any health problems, I can pretty much eat what I like. Of course, I don’t overdo the fatty foods. And I make sure to eat lots of fruits and vegetables each day. Eating the right servings from the food groups gives me what I need to stay healthy.”

Mr. Hunt(Soft diet

“Ever since my surgery, I’ve had trouble eating. So I need soft foods that are easy to chew, swallow, and digest. I can have foods from every group. But they need to be strained, chopped, or ground up first. I stay away from foods with a lot of fiber, like seeds.” 

Mrs. Atkins(Bland diet 

“With my history of ulcers, I need to eat foods that are easy to digest. All the food groups are fine for me. But I’m supposed to stay away from foods with lots of fiber or spices. And I can’t have coffee or alcohol.” 

Mr. Wang(High-calorie diet

“I need to gain back the weight I lost during chemo and build up my strength. I can have foods from any group. I just need to make sure they have lots of nutrients and calories. I get a milk shake for my snack each day.”

	Handout 9.7
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Regular and Simple Modified Diets
Mrs. Simms(Low-calorie diet

“I have diabetes, and I need to lose weight. So my doctor says I have to cut calories. I can have food from all the groups. I just eat less sweet or fatty foods. Skim milk, yogurt, fruits, vegetables, and lean meats are all great. But I really limit fried foods, chips, soft drinks, and cheese.” 

Mr. Perez(Low-salt diet

“Salt makes my blood pressure worse. So I’ve cut back a lot on foods with sodium in them. Every food group is OK. But I need to stay away from salty foods like bacon, canned soups, and crackers.”

Mrs. Vern(Low-fat diet

“Because my liver doesn’t work well, I have trouble digesting fat. The doctor has me on a low-fat diet. Now I have jello instead of ice cream for my night snack. And during the day, I have some fruit instead of cookies.”

	Handout 9.8


Tips for Food Storage
Storing food properly will make the food last longer. This also makes your client’s money stretch further. 

Here are important tips for storing food properly so that it doesn’t spoil.

· As soon as you get back from shopping, put meat, fish, and poultry in the refrigerator. If the food is loose or wrapped in paper, put it in a clean plastic bag first.

· Store dry foods in covered containers. Use older purchases first. (Store separate from cleaning supplies.)

· DO NOT store food beneath the plumbing (under the sink).

· Refrigerate eggs, milk products, margarine, cooking oils, salad dressings, and mayonnaise.

· DO NOT refrigerate fresh fruit until it becomes ripe.

· Keep the refrigerator and freezer units in good working order. The refrigerator temperature should be at 36°F to 40°F. The freezer temperature should be at 0°F.
· Cover all cooked food and write the date on the cover before putting it in the refrigerator.
· Use frozen foods within six months after you buy them. Don’t thaw frozen food on the counter at room temperature.
	Handout 9.9
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Tips for Safe Food Handling
Safe food handling is important in order to prevent the spread of germs. Germs can be found on the food, on the preparation surface (table or counter), on the utensils, and on you! Germs from any of these sources can get into your client’s body and make him or her sick. 

Follow these tips to keep foods safe from germs:

· Wear clean clothes and/or an apron.

· Always wash your hands before handling food.

· Wear gloves if you have a cut or infection on your hands.

· Never cough or sneeze around food.

· Clean and sanitize your work space before and after preparing food.

· Use clean dish towels and dishcloths.

· Use hot water and soap to wash utensils.

· Never taste and stir food with the same spoon.

· Put warm foods (leftovers) in the refrigerator immediately.

· DO NOT use damaged cans with bulging lids.

· Do not eat raw eggs. NEVER use cracked eggs. NEVER undercook eggs.

· Clean vegetables and fruits prior to eating.

	Handout 9.9
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Tips for Safe Food Handling
· Use cooked meat, poultry, fish, and baked dishes within three to four days after cooking.

· DO NOT use foods that have become moldy.

· Keep hot foods hot (above 140°F) for serving.
· Keep cold foods cold (below 40°F) for serving.
· Keep the refrigerator clean.
· Use food within the recommended time (on the label).
· DO NOT refreeze food.
	Handout 9.10


Basic Information about Budgets
A budget is a plan that helps a client (or the client’s whole family) to keep spending within certain limits. Budgeting is important because it can help the client meet financial goals.

In order to create a budget, the client will need to carefully estimate:

· Their expected income

· Their expected expenses

· Any profit (left over money after expenses are paid) or loss (any expenses not covered by income)

Some clients may have a case manager who works with them to create a budget. This budget will be based on:

· The client’s income 

· The client’s values and preferences 

· The client’s spending habits in the past

	Handout 9.11


Your Role in Assisting with Budgeting and Spending
The PHCA may play two financial assistance roles in the client’s home:

1.) To teach the client (and/or the client’s family) how to budget his or her money effectively and spend it carefully

2.) To assist with shopping and paying bills
	Handout 9.12
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Assisting Lily with Her Budget
Lily has a budget so that she can control her spending. Your role is to assist her in following her budget. When you assist her, you want to honor her values and preferences as much as possible. You also want to encourage her to take as much responsibility as she can for managing her own budget.

Read the situations below, and then decide what you would do or say to assist Lily.

1. Imagine that Lily has asked you to go to the drugstore to buy her a beauty cream that she just saw advertised on TV. This beauty cream costs $25 and it is not in her budget.

What would you do or say?

______________________________________________________________________________________________________________________________________________________________________________________________________

2. Imagine that Lily has asked you to buy shampoo, but you notice that there are two unopened bottles of shampoo in the bathroom cabinet.

What would you do or say?

______________________________________________________________________________________________________________________________________________________________________________________________________

	Handout 9.12
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Assisting Lily with Her Budget

3. Imagine that Lily really likes a particular brand of orange juice and she has asked you to buy a gallon of it for her, but you have a coupon for your favorite brand of apple juice.

What would you do or say?

______________________________________________________________________________________________________________________________________________________________________________________________________

4. Imagine that you have made a grocery list with Lily, and you have tried to estimate how much it will cost to buy everything on her list. You estimate that it will cost $50, but Lily has given you only $25, because that is what is in her budget.

What would you do or say?

______________________________________________________________________________________________________________________________________________________________________________________________________

	Handout 9.13


Tips for Assisting Your Client in Following Their Budget
You can make suggestions, but let your client make decisions.

· If the client asks you to buy something that is not in their budget, you may point that out to the client and see if they are okay with you buying it anyway. 
· Before purchasing an item for a client, look to see if the client already has that item in the home. If they do, suggest that the item may not need to be purchased at that time.

When there are choices to be made, include your client in making them.

· If you think you know a cheaper alternative to something the client wants, ask the client’s opinion before you purchase it. Do not buy something just because it is on sale. 

· Encourage the client to take responsibility for their budget as much as possible. 

Remember that you are shopping for your client, not for yourself. 

· Keep their values and preferences in mind instead of your own.

	Handout 9.14
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Guidelines for How to Handle Your Client’s Money
It is very important that you keep a record of everything that you purchase for a client. This will help the client feel confident that you are spending their money wisely and according to their wishes. It will also protect you and your agency.

Here are some things to keep in mind to help you keep track of what you spend for your client.

Never use your client’s bank card.

If the client needs to withdraw cash from their bank account, you can go to the bank with the client or a family member. Make sure you write down who you went with, how much money was withdrawn, and how much cash you were given.

Never use your client’s money (or their family’s money) for your own purchases.

Even if you plan on paying it back right away, this is considered stealing. You could lose your job.

Keep your own money separate.

This will help you avoid getting confused.

Keep all receipts.

Be sure to show the receipts to your client, and then save them in a box or a notebook.

	Handout 9.14
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Guidelines for How to Handle Your Client’s Money
Give the client (or the family) all of their change immediately.

Be sure to give them all change, even if it is only a few pennies. Also, give it to them as soon as you return from shopping so that you don’t forget. 

When possible, use checks instead of cash.

Ask the client or family member if they can give you a check instead of cash when you shop for them. This way, you will not need to worry about accidentally losing their money. Be sure to ask the client or family member to fill out the name of the store where you will be shopping.

	Handout 9.15


Recordkeeping
You should keep a written record of any purchases you make for your client. This will help avoid confusion or misunderstanding. It will also protect you, your client, and the agency.

Your records should be:

· Simple

· Current

· Accurate

· Easy to read

· Readily available

Your records should include:

· The date the client gave you the money

· The amount of money and whether it was cash or a check

· The items that were purchased, and the cost of each item

· The exact amount of change

· Your signature and the client’s signature

	Handout 9.16


Shopping Tips: Food and Household Items
Preparing to shop:

1. Make a list with your client, and stick to the list when you are shopping. 

2. Shop in stores that offer the most value for the most items.

3. Look for coupons and discounts.

4. (If shopping with the client) Don’t shop for food when the client is hungry.

What to buy:

5. Buy fresh fruits and vegetables that are in season.

6. Buy day-old bread, if your client agrees.

7. Check unit prices for the best buys.

8. Buy food in large quantities if the client can afford to and it’s practical.

9. Be aware of the “last date of purchase” or expiration date.

10. Buy generic products if your client is willing.

How to pay:

11. Use government programs:

· Food stamps

· WIC coupons

· Surplus foods

Remember: Keep your client’s values and preferences in mind when you shop. 

	Handout 9.17


Shopping Tips: Other Purchases
Shopping Tips: Drugs and Medicines

1. Do not try to substitute generic drugs for more expensive prescriptions without checking with the nurse or your supervisor. That is not a decision you can make, but you can double-check if it’s a possibility, if paying for the medication is a problem for your client. 
2. Store medications in their original containers, with the label on.

Shopping Tips: Clothing

1. Keep in mind what your client needs and wants.
2. Do comparison shopping.

3. Shop at the beginning of the season for the best selection, and at the end of the season for the best bargains.

4. Beware of damaged merchandise.

Shopping Tips: Appliances and Household Items

1. Consider your client’s preferences for color, type, or brand.
2. Select practical items.

3. Know the stores you shop in.

4. Make sure discount houses are what they claim to be.

5. Evaluate product advertisements and warranties.

	Handout 9.18


Other Tasks That PHCAs May Be Asked to Do

· Be a companion for the client and listen to them when they want to talk or share feelings 
· Drive the client to places (depending on agency approval)
· Make minor repairs in client’s home (such as hammering a nail to hang a calendar)
· Help the client find and use community resources

· Read or write for the client
· Show the client how to do simple sewing tasks (such as mending a sock) 
· Show the client how to use appliances and other housekeeping tasks
· Assist the client to organize household routines

· Assist the client to make or buy clothing or other household items
· Assist the client to keep appointments
· Assist the client when packing and moving

· Provide temporary daytime care for children

· Encourage/reinforce constructive play, positive parent/child interactions
· Reinforce/support clients to get health care before and after pregnancy

· Reinforce/support clients with family planning

· Show the client how to dress appropriately 
· Assist the client so they can enjoy leisure activities they want to do
� Materials adapted from Providing Personal Care Services to Elders and People with Disabilities, PHI 2009, � HYPERLINK "http://phinational.org/training/resources/pcsc" �http://phinational.org/training/resources/pcsc�
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