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Professionalism: Doing a Good Job
Professionalism means working in a professional way, or always doing your best work. 

As a professional, you show pride in yourself and your work. And you also show respect for the client.

· You show professionalism in the ways you look, talk, and act; AND

· By being on time and ready to start work from the moment you arrive.
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Getting Ready for Work
Here are some important things to remember about being prepared to do your best work:

What things could I wear?

· Wear clean clothes.  

· Wear clothes and shoes that are easy and safe to work in.

· Wear a name badge that is easy to see and read.

· Follow the rules of your agency (for example, uniforms might be required, white clothes or shoes, etc.)
What things should I not wear? 



· Do not wear clothes that are too tight or show too much skin.

· Do not wear something that you mind getting dirty.

· Do not wear clothes with holes or wrinkles.

· Do not wear large earrings, rings, or bracelets.

· Do not wear scarves or necklaces that dangle (and could get caught in equipment when bending over).

What should I do the day or night before to help me get to work on time?

· Check the weather for the next day. 

· Plan what to wear. Iron your clothes, if needed.

· Pack the things you will need. 

· Make sure there is gas in the car, or you have money for the bus or train.

· If you are meeting a client for the first time, take the route to work, to see how long it takes.

· Set your alarm clock, and use the snooze alarm if your clock has one! 
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Getting Ready for Work
What do I need to know so I’m ready to work when I get there?

· Your schedule(days and times

· Where you need to go and how to get there

· What to do if you will be late 

· The name of your client

· The name and contact number of your supervisor

· Who you are supposed to see when you get to work (in addition to the client, if anyone) 

· What kinds of assistance you will be providing
Personal things to take care of so I’m not distracted at work:
· Plan child care, if needed. Have a back-up plan.

· Let people know they can’t reach you when you’re at work, except for emergencies.

· Don’t answer your cell phone at work, unless it’s an emergency.

· Reschedule any appointments that conflict with work time.

· Get a good night’s sleep.
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Work Schedule and Contact Information
Here is the kind of information you will need to keep track of your schedule. The contact information will be useful to you. You may also want to give it to your children’s school or day-care providers, in case of emergency. 

ALWAYS CALL AS SOON AS POSSIBLE IF YOU WILL NOT BE ON TIME FOR WORK OR IF YOU CANNOT BE THERE AT ALL. Emergencies happen and sometimes you will be late, or not able to get to work at all. Clients are depending on you to be there on time for the important work you do. Also, your agency will need as much time as possible to find someone to take your place.

	Start Date



	Days of the Week (that I work)



	Hours




	Agency Address



	Name and phone number of my contact person at work



	Number where I can be reached in family emergencies




Other notes:
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Your First Meeting with a Client
Your first meeting with a client is important for establishing a good working relationship. Here are some important things to remember.

· Introduce yourself(use your first and last name.  

· Always wear a name badge in plain view and with large print.

· Refer to the client as “Mr./Mrs. Smith” unless they request that you call them by their first name or nickname. Do not use slang terms such as “sweetie” or “dear.”
· Use a friendly tone of voice, but also stay focused on your job(this will help show your professionalism. 
· Get the client’s permission before beginning a task. Explain what you are going to do.

Special tips for home care:

· Say which agency you are from and why you are there. If you are greeted at the door by a family member, introduce yourself to the family member and then repeat your introduction when you meet the client.

· Wait to be invited into the home. Wait to be invited to sit and talk. 
· Ask for permission to use the bathroom to wash your hands.
	Handout 5.5
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Members of the Client’s Team

Taking care of clients is a team effort. The people who make up that team are different in different work settings. Here are descriptions of different types of workers that will be involved in different settings. Some people see and talk with the client (direct contact). Other people do not, but their work still affects the client (indirect contact).
Client

The client is the most important member of the team. In most cases, clients say what they want and help plan their care. Some clients may have difficulty saying what they want or need, but they should still be heard—either through extra effort by the providers to understand or through a surrogate.

The Client’s Family 

The client’s family often helps plan and sometimes provides care for the client.

People with direct contact with the client
Direct Care Worker (Personal Home Care Aide and Nurse Aide)
The direct care worker spends more time with the client than any other member of the team. They keep an eye on the client. Other team members rely on direct care workers to tell them about any changes they see. 

Nurse

There are three kinds of nurses: RNs, NPs, and LPNs.

· Registered Nurses are called RNs. RNs offer the client skilled nursing care and make the care plan. They give direct care workers tasks and supervise them. 
· Nurse Practitioners (NPs) are advanced RNs who can also manage many health problems.
· The Licensed Practical Nurse is called an LPN for short. The LPN can treat clients and give medications, and may supervise direct care workers.
	Handout 5.5
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Members of the Client’s Team

Doctor

The doctor figures out what’s wrong with the clients’ health. The doctor says what should be done to help them get better. The doctor may have a Physician Assistant (PA) working with him or her.
Social Worker 

The social worker helps the client with issues like money, housing, and getting along with other people. The social worker may also talk with the client about feelings.

Recreational Therapist, or Rec Therapist for Short

The rec therapist offers the client fun things to do. This can include going to music programs, making crafts, or going on outings.

Occupational Therapist, or OT for Short

The OT assists the client to do daily tasks. The OT helps clients work around their limitations. 

Physical Therapist, or PT for Short

The PT assists the client to move their muscles, bones, and joints to make them work better. 

Speech Therapist

The speech therapist assists the client to speak clearly. 

Chaplains or Clergy 

Chaplains or clergy gives clients religious help and talk to them about life challenges.

Van Driver 

The van driver takes clients where they need to go. The driver may spend a lot of time with the client and his or her family.
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Members of the Client’s Team

People who may not have direct contact with the client, but whose jobs affect the client

Administrator 

The administrator is in charge of the nursing home. 

Dietitian 

The dietitian plans what the client should eat and drink to be as healthy as possible. 

Food Service Workers 

Food service workers make and deliver meals. In some nursing homes, food service workers assist the client in eating meals also.

Pharmacist

The pharmacist provides the medicines ordered by the doctor. 

Housekeeping Workers

Housekeeping workers keep the world around the client safe and clean. In some nursing homes, housekeeping workers are encouraged to build relationships with clients as they do their tasks.

Maintenance Workers

Maintenance workers keep the building in good shape.
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Managing Time: Setting Priorities
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 3 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 5.7


Stress and What Causes It

What is stress?

“Stress” is the way we react to changes, challenges, or danger. Adrenaline is released in our bodies 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 immediately. 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

· Taking care of aging parents

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
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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
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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 5.9
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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 5.9
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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 5.10
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MyPlate and Nutritional Strategies
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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.
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MyPlate and Nutritional Strategies
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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
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� 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�





� This curriculum is an open source document, licensed under the Creative Commons Attribution-Noncommercial-Share Alike 3.0 Unported License (� HYPERLINK "http://creativecommons.org/licenses/by-nc-sa/3.0/legalcode" \t "_blank" �http://creativecommons.org/licenses/by-nc-sa/3.0/legalcode�). Individuals and organizations are free to use and adapt this curriculum, in whole or in part, for noncommercial use, as long as there is full attribution to PHI (� HYPERLINK "http://phinational.org/" \t "_blank" �http://PHInational.org�) and other original authors. You may distribute the resulting work only under the same or similar license to this one.
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