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Document Use 

Finding and using the  

information you need ï 

 or putting information in  

where it is needed ï in  

documents such as labels, 

lists, forms, charts, graphs,  

and technical drawings. 
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1 Document  Use  

Document Navigation 

 

You use many documents in your job as a support worker. A document is writing that is set up in a 

special way. This writing provides you with information.  

 

You get information about your clients from documents such as Health Care Plans or Task Sheets. 

Youalso get information about your work schedule and your daily assignments, as well as information 

about materials and products you use on the job. When you get paid, you receive information about your 

type of earnings and deductions. You need special reading skills to understand all of this information.  

 

Sometimes you are the one who gives information. You need to complete task checklists and timesheets. 

You may need to put client information, like height and weight, on a chart. Youalso need to report 

changes in your client to your supervisor or co-workers. You may have to fill out an Occurrence Report if 

something happens that was not planned. You require special writing skills to make sure you record this 

information clearly so that other people can understand it. 

 

Some documents that you use have very important information. This information must be kept 

confidential. Never share personal information about a client. A clientôs chart is a permanent legal record. 

This means that the information can not be changed, and it could be used by lawyers or other 

professionals. It is important to take care when you use documents. 
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Before you even get a job, you need to fill out an application form. And after you 

are hired you need to sign a contract. Many forms ask for personal information. It 

is a good idea to practise writing this information. On the next page there is a 

sample form that you can use as a practice exercise.  

 

The last section of this form asks for your NEXT OF KIN . Your next of kin is 

your closest relative. This person may live in Canada or in another country. He or 

she may not be the same person you have listed for your emergency contact. Your 

next of kin is the first person who should be contacted if you die. 

 

Fill out the form on the next page. When you have finished, you can ask a good 

speller to check it for you. You can also look at your identification to see if you 

spelled everything correctly. Try to memorize how to spell the words that you 

must write on this form.  

 

 ! 

TRY this  

#1 
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    Sample Form 

 

NAME:            

 (Last Name)   (First Name)   (Middle Initial) 

 

ADDRESS:           

 (Street Address)      (Apt. Number) 

 

            

 (City)                     (Province) 

 

                CANADA 

 (Postal Code) 

 

PHONE:         

 (Daytime)     (Work) 

 

         

 (Evening)     (Cell) 

 

EMAIL :            

 

EMPLOYER :           
 (Company Name)      (Supervisor) 

S.I.N.:            

 

EMERGENCY           

CONTACT : (Name)      (Relationship) 

 

           

   (Contact Information)        

 

* NEXT OF KIN :          

       (Name)      (Relationship) 

 

           

        (Contact Information)        

 

 ! #1 

Continued 
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Navigation 

Navigating is a word that means finding your way around. When you go from one place to another you are 

navigating. For example, imagine that you live in Winnipeg on Portage Avenue near the Perimeter 

Highway. You work at the Health Sciences Centre. The map below shows how you would need to 

navigate to get to work.  

 
 

 

 

 

 

 

 

 

 

 

 

1. Go east on Portage Ave. 

2. Turn north on Sherbrook St. 

3. Turn west at the Health Sciences Centre. 

 

Reading and writing with documents will be much easier if you know how to find your way around them. 

Documents are like maps. Finding your way around documents is called navigation. Navigation is a 

process. You need to follow steps when you navigate a document.  

 

Document Navigation Steps 

When you see a document for the first time, you will have to follow steps to make sure that you 

understand it well. After you have used the document several times, you can skip these steps to get to the 

parts you need more quickly. Here are the steps you need to take to navigate a new document. 

Understand Document 

Structure 
Skim Scan Use Information 
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Understand Document Structure  

 

Document Navigation Step 1 

People who write documents use sections to make it easier for the reader to find what he or she is looking 

for. No two documents are exactly the same. Different documents are made up of different sections that 

are organized in different ways.  

 

The structure of a document includes both the sections and how they are organized. 

 

Some documents have many sections and some have only a few. People who write documents try to make 

it easier for the reader to see different sections. They use: 

 

Headings and Subheadings 

PRINT OF DIFFERENT TYPEAND SIZE 

 
 

Lines to separate information 

 

White space around each section 

 

Different pages for different sections 

 

A long document may include a Table of Contents to tell you what is in the document. It may have 

dividers to separate the sections. A one-page document may use boxes for different sections. It may have 

numbers and bullets to organize the information. Bullets are markers that are used before each item in a 

list. There are many styles of bullets. Some examples are  ǒ  ǅ  Ʒ. 

 

Each workplace has its own documents. Some workers find documents difficult to use. You may need to 

use many types of documents at work. It is important that you look closely at how these documents are 

organized so that you can feel comfortable using them. 

Boxes to separate information 
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The three sample documents on the next few pages will help you to become 

familiar with the different types of documents that you may need to use.  

 

Look at how each document is structured. See how the sections are separated and 

how the information is organized. 

 

1. Which document has a lot of white space? 

 

            

 

2. Which documents have charts with many small boxes? 

 

            

 

 

3. Which document uses lines to separate parts of the document? 

 

            

 

 

4. Which document has a small chart at the top with examples that can help you 

fill out the chartunderneath it? 

 

            

 

 

 

Notice that all three documents use headings and subheadings to organize the 

information. They also use different sizes of print. 

 

 

Think about other documents you have used.  

How are they similar to the sample documents?  

How are they different from the sample documents? 

 

 

 ! 

TRY this  

#2 
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Client Care Plan 

 

HCA Morning Tasks 

               

 

Client Name:    Address/Phone: 

 

 

General Info: 

 

 

 

               

 

Provider Comments: 

 

 

 

 

 

 

 

Tasks: 

 

Code Description      x/Day    

 

 

 

 

Sample Document 1 ï Blank 
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Task Sheet 

Client Number:      Date:      

Client Name:      Phone:      

Address:       Contact:     

 

 

Task and Code Assigned 

V 

Completed 

V 

Task and Code 

 

Assigned

V 

Completed 

V 

Supervise (D)   Hygiene (H)   

D1 cut up food   H1 assist bath    

D2 toileting   H2 assist shave    
D3 social 

activities 
  H3 assist hair care   

D4 bath   H4 assist mouth care   
D5 medications   H5 assist skin care   

Laundry(W)    Dressing (J)   
W1 make bed and 

change linen 
  J1 dress/undress   

W2 wash    Ambulation (A)    

W3 dry/store   A1 walking   

Cleaning (C)   A2 in/out bed   

C1 vacuum   A3 positioning   

C2 dust   A4 posture   

C3 mop floors   Personal Care (P)   
C4 sinks   P1 complete bath   
C5 toilet   P2 belt transfer   

Nutrition (F)    P3 lift transfer   

F1 cook meals   P4 eye/ear drops   

F2 heat and serve   P5 trach dressings   

F3 wash dishes   P6 oxygen on/off   
F4 special diet   P7 bedpan/commode   
F5 plan meals   P8 ostomy care   

 
 

Comments:  

              

              

              

Sample Document 2 ï Blank 
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INTAKE AND OUTPUT (24 -HOUR RECORD) 

 

Resident Name: _______________________ 

 

Intake Item Amounts 

 

 

 

 

 

Date Time Intake Output (describe) 

  Type Amt  Urine Amt  
Other 

(emesis, etc.) 
Amt 

        

        

        

        

        

        

        

        

        

        

        

        

  Total Intake  
Total Output  

(Urine) 
 

Total Output  

(Other) 
 

 

 

 

Note ï emesis means vomit 

small glass 120 ml  soup bowl 180 ml 

large glass 180 ml  ice cream 120 ml 

mug 180 ml  pudding 120 ml 

Sample Document 3 ï Blank 
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Skim 

 

Document Navigation Step 2 

 

Skimming is a kind of reading where you look over something to get the main idea. When you skim, you 

read some parts and miss others. For example, if you are in a waiting room and you look at a magazine, 

you probably donôt read every word. You may turn the pages quickly to look for something interesting to 

read more closely. When you skim the magazine you get a general idea about what it contains.  

 

In the last exercise you looked at how different documents were structured. You skimmed over whole 

documents, looking at different sections and how they were organized. You should also look at these 

things when you skim: 

¶ the title 

¶ headings  

¶ key words 

¶ charts, pictures, or diagrams 

 

When you skim, you should be reading three or four times faster than you do at other times. You should 

be skipping more than you are reading. Some people like to skim by looking down the centre of the page. 

Other people like to skim by moving their eyes in an ñsò pattern down the page. 
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Skim Sample Documents 1 to 3 again to answer these questions. 

 

 

1. Look at the headings and subheadings on the Task Sheet. The tasks you maybe 

assigned are divided into how many sections?       

 

2. Key words are main or important words. What document has Provider 

Comments as key words?        

            

 

3. Look at the Output section of the Intake and Output document. What is a key 

fluid you must record in the Output section of the document?     

            

 

Now skim Sample Documents 4 to 6 on the following pages and answer the 

following questions. 

 

4. What is the title of the document that has a section for the Payroll Department? 

            

 

5. On what document do you need to record the amount of time that you spent 

with a client? 

            

 

6. On what document do you need to record the clientôs weight? 

            

 

 ! 

TRY this  

#3 
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Visit Summary Report 

From:      to      

 

Employee Name:              
 

Visit Information  Planned Dur. Changed Dur. 

Start Stop  Client Hrs  Min  Hrs   Min  

 

November 23, 2006 Thursday 

      

      

      

      

      

      

      

      

      

                               Total:    

         

November 24, 2006 Friday 

      

      

      

      

      

      

      

      

      

      

                               Total:    
 

I HEREBY CERTIFY THAT THE HOURS SHOWN ABOVE ARE CORRECT AND ACCURATE. 

 

             

           Employee Signature         CERTFIED CORRECT by Supervisor 

 

Instructions: Draw a LINE through visits that were cancelled. If the actual duration of the visit is different than the  

Planned Duration, enter the Changed Duration in the space provided.

Sample Document 4 ï Blank 
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Vital Signs Flow Sheet 

 

 

Client Name:        Client Number:      

 

 

 Date         

 Time         

Temperature (C) 40         

 39         

 38         

 37         

 36         

 35         

Pulse          

Respirations          

Blood pressure Lying         

 Sitting         

 Standing         

Weight (KG)          

 Initials          

 

 

 

Sample Document 5ï Blank 
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Worker Leave Form 

               

PLEASE PRINT 

 

Supervisorôs Name:             
 

Employee Name:       Employee #:      

Social Insurance #:       Classification Code:      

I hereby request a Leave of Absence from           to       

Number of calendar days:     Date returning to work:       

Reason for request:  Vacation             

                                 Other (explain)           
 

Employee Signature:         Date:       
 

ÃApproved    

ÃNot Approved  Reason:          
 

Supervisor Signature:         Date:       

Second Approval (as Required):        Date:       
 

Vacation Leave     Leave of Absence 

 Entitlement  % days From   to     

 From  to   Total days on LOA      
 

Maternity Leave (max 20 weeks)   Worker Compensation 

 From  to   First day off work      

 Total weeks taken   First day paid by WC     

 Date returned to work     
 

Parental Leave (max 17 weeks)   Adoptive Parent Leave (max 17 weeks) 

 From  to   From  to     

 Total weeks taken   Total weeks taken      
 

Sick Leave     Compassionate Leave 

 From  to   From   to   

 First date paid   
 

Supervisor Signature:        Date:      

Payroll Clerk:          Date:       

Sample Document 6ï Blank 

PAYROLL DEPARTMENT  
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Practise your skills with a longer document.Look at the Occurrence Report form 

on the two pages following this exercise. This document is long and has a lot of 

sections. It uses headings, subheadings, boxes, different types of print, different 

sizes of print, numbers, and letters to organize the information. 

 

A. What information goes in the top left-hand corner of the first page? 
 

            

 

Section 1 

B. Section 1 tells where the occurrence happened. You do not need to fill out the 

section to the right of number 1. What words tell you this? 
 

            
 

Section 2 

C.  This section is divided into two parts. What comes after the number 2 to show 

each part? 
 

            
 

Section 3 

D. What words tell you that you must fill out this section? 
 

            
 

Section 4 

Section 4 has 10 parts called subsections. 4.1 and 4.2 in the example below are 

subsections. Some of these 10 parts are also divided into smaller parts. Numbers 

are used to show all of these parts. A period separates the numbers.  
 

For example:  4 

   4.1 

    4.1.1 

    4.1.2 

    4.1.3 

       4.2 

    4.2.1 

   etc. 

 

E.  Section 4asks you to check the CATEGORY OF OCCURRENCE. How many 

check marks will you make in this section?      

 ! 

TRY this  

#4 
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F. The rest of Section 4 is very long. It covers half of the first page and almost all 

of the second page. You do not need to fill out most of it.  

 

For example, if you checked off 4.4 Missing Patient at the top of Section 4, 

you would need to fill out only one subsection. What is the number of the 

subsection that you would need to fill out? 

 

            

 

G. Look at the second page. Here you see sections numbered 4.3 to 4.12. What 

number isCOLLISION?  

 

            

 

H. What section deals with missing patients? 

 

            

 

I. Look at section 4.2 FALLS. It has five subsections. These subsections have 

another period and another number. For example, 4.2.2 tells what the person fell 

from, such as a bed, chair, etc. What subsection gives details about the fall? 

 

            

 

 

J. What subsection gives time details about a missing patient? 

 

            

 

Section 5 

K. Who fills out this section? 

 

            

 

 ! #4 

Continued 
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Sample Document 7ï Blank 


