











Essential Skills for Health Care Aides

1. Avoid Wordiness

2. Record Information in the Order that It Happened
3. Keep Sentences Short and Simple

4. Put the Actor before the Action

5. Abbreviate with Care

6. Use Pronouns Clearly

Let us look more closely at each of these guidelines.

Avoid Wordiness

Clear language is simple and direct. It is easy for readers to understand.

Clear language does not include extra words that add nothing to the meaning of the sentence. These extra
words sometimes make the meaning unclear.

For example:
For all intents and purposes, the reason that Sam arrived late for his shift was due to the fact that he

stopped to talk to in the neighbourhood of 10 employees to find out if they were willing and able to
donate money for Cathy’s retirement gift. (46 words)
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We can say the same thing with half the words. The meaning is clearer.

Sam arrived late for his shift because he stopped to ask about 10 employees
if they would donate money for Cathy’s retirement gift. (23 words)

Here is a list of expressions that use extra words. The column on the right has the clear words you can use

instead.

Writing

Instead of... Write...
many different ways many ways
blue in colour blue
advance notice notice
appear to be appear
completely finished finished
the reason being that because

at this point in time now

in the neighbourhood of about

had an effect upon affected
for the purpose of for

at the same time as while

in many cases often

in some cases sometimes
in the event that if

with reference to about
with the possible exception of except

in order to to

until such time as until

due to the fact that because
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Rewrite these sentences. Remove any extra words that add nothing to the meaning.
#1 W Use the list on the previous page if you need help.

1. The uniforms of health care aides are green in colour.

TRY this

2. My supervisor asks me to work overtime in many cases.

3. The change in medication had an effect upon the client.

4. You must give your supervisor advance notice if you want time off.

5. In the event that a client refuses medication, you must tell your supervisor.

6. The client completely finished his exercises.

7. I cleaned the bathroom at the same time as the client watched TV due to the
fact that I had free time.

8. The bell is for the purpose of calling someone in the event that you need help.

9. Please begin your demonstration at this point in time.

10. I need to order more gloves, the reason being that I used my last ones this
morning.
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Record Information in the Order that it Happened
Read each record below. If the information is in the correct order, write C in the box.
#2 If the information is in the wrong order, change it so that it is in the right order.

TRY this Example:

C | Mrs. Black rang her bell and I went to her room.

I made the bed after I washed the sheets.
I washed the sheets and then I made the bed.

1. Thelped Mrs. Jardin get dressed after I helped her with her bath.

2. Theard the fire alarm and then I helped Mr. Venn walk to the exit.

3. Mr. Deng prepared a pasta dinner because I showed him how to do it.

4. Mrs. Bain greeted me for the first time today. I said hi to her every day

for one week.
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5. First we ate lunch, then we went for a walk, and finally we watched
#2 TV for one hour.

Continued

6. Itook the urine specimen to the bathroom to measure it after I put my

gloves on.

7. My client had a cup of hot coffee so I waited 15 minutes before I took

his oral temperature.

8. T assisted Mr. Phong to the commode after I helped him sit on the side

of the bed, placing the call bell within his reach.
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Keep Sentences Short and Simple

Short sentences are often clearer than long sentences. The reader does not have to think of too many
things at once.

Read these directions for helping clients with dental care.

Hold dentures firmly in your gloved hand and clean them under
lukewarm water using the client’s preferred cleansing agent, if the
client prefers, put dentures in an unbreakable container with an
overnight cleaner.

These directions tell two ways to clean dentures. The directions are not clear because the sentence is too
long. The directions can be made clearer by dividing them into two sentences. Use a period instead of a
comma to separate sentences.

Hold dentures firmly in your gloved hand and clean them under
lukewarm water using the client’s preferred cleansing agent. If the
client prefers, put dentures in an unbreakable container with an
overnight cleaner.

This is an example of a report that uses a long sentence.

I helped Mr. Ali walk to the lunchroom and I got Mr. Ali his lunch
and sat with him while he ate and when I saw Mr. Zatoski having
trouble opening his milk container I went to help him.

This report can be divided into three sentences to make it clearer. Use a period instead of the word
“and” to separate sentences.

I helped Mr. Ali walk to the lunchroom. I got Mr. Ali his lunch

and sat with him while he ate. When [ saw Mr. Zatoski having
trouble opening his milk container, I went to help him.
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Change these long sentences into short sentences so that they are easier to read.
#3 Make sure to start a new sentence with a capital letter.
TRY this 1. I pivoted with the client until he could feel the bed against the back of his

knees, I counted to three and then he lowered himself to the bed.
(Make this into two sentences.)

2. Keep your client’s medications in a special place separate from other
people’s medications keep medications in a dry, cool place keep medications
out of reach of children and adults with dementia.

(Make this into three sentences.)

3. I positioned the wheelchair close to the bed and I released the footrests and
removed them to the side and the client sat on the edge of the bed and I made
sure she was wearing supportive footwear.

(Make this into four sentences.)
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n o

TRY this

Writing

There is a lot of information in this sentence. It is too much information for one
sentence. Make this information clearer by putting it into a number of smaller
sentences. You may need to add or take away some words to do this.

While I was in Maria’s room helping her to the bathroom and taking away her
supper tray she complained that I didn’t come right after she rang her bell which
was because I was helping Sam put Mr. White back in bed after he got out when he
wasn’t supposed to.
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Put the Actor before the Action

Most sentences tell about someone doing something. You can think of the person as the actor and what
they do as the action. In clear writing, you put the actor before the action.

Look at these two sentences:

Mrs. Barker was helped with her bath by Jane.

Jane helped Mrs. Barker with her bath.

« The first sentence has some extra words that don’t add to the meaning.
The action (helped) comes before the actor (Jane).

« The second sentence is shorter and clearer.
The actor (Jane) comes before the action (helped).

These examples show how to change a sentence so that the actor comes before the action:

Paula was evaluated by the head nurse.

The head nurse evaluated Paula.

Mr. Lee was pushed in his wheelchair to the lunchroom by the aide.

The aide pushed Mr. Lee in his wheelchair to the lunchroom.

The home care attendant was greeted by the family at the front door.

The family greeted the home care attendant at the front door.

Note: The second sentence in each example is shorter. The words “was” and “by” are removed because
they are not needed. The actor is followed directly by the action.

Writing
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Rewrite these sentences. Put the actor first and the action second. Remove the
#5 words “was” and “by”.

TRY this 1. Mr. Santos was fed by Ahmed.

2. The supervisor was asked a question by the health care aide.

3. The client was transferred from the bed to the commode by the care worker.

4. The aide was told by the nurse to wash his hands.

5. The report was written by me.

6. The client was reminded by me to take her medicine.

7. The client was assisted with a back wash by the home care attendant.

8. The resource coordinator was notified about red areas on the client’s hips by
the aide.

9. Mrs. O’Brien was supported by Dave as she got into the tub.

10. Gloves were put on by the nurse to demonstrate perineal care.
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% o

TRY this

A health care aide wrote this report. It is not clear because some sentences have the
action before the actor.

Rewrite the report on the lines below. Make sure that the actor comes before the
action in each sentence.

Mprs. Maille was found on the floor by me. I was told by her that
she slipped but she was fine. I checked and found no bleeding.
Mprs. Maille rolled on her side. I asked her if she could get on
all fours and then into a kneeling position. Mrs. Maille got up
and sat on a chair. I was asked by Mrs. Maille for a glass of
water. I brought her some water. I was asked by the head nurse
to write a report.

Writing
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Abbreviate with Care

Abbreviations are short forms of words or phrases. They are used to save time and space.

Abbreviations are useless if people do not know what they mean. It is a waste of time to find the person
who wrote the abbreviation to ask what it means. Abbreviations can be dangerous to clients if people do
not know what they mean. Clients can get the wrong medication, the wrong amount of medication, or the
wrong type of care.

« Always ask someone if you don’t know what an abbreviation means.

« Never guess what an abbreviation means.

People in health care use common abbreviations. Each health care facility has a list of accepted
abbreviations that they use. Make sure that you:

« use only accepted abbreviations
« write the abbreviations clearly

+ write the abbreviations correctly

Here is part of an accepted abbreviation list from a care home. Use it to do the activities that follow.

a.c. before meals e.g. for example
ADL Activities of Daily Living EKG Electrocardiogram
a.m. morning eod every other day
ASA aspirin eow every other week
ASAP as soon as possible GI gastrointestinal
B.I.D. twice daily GP General Practitioner
b.m. bowel movement hr. hour
c cup HR heart rate
le with hs at bed time or night
cm centimetres H20 Water
COPD Chronic Obstructive Pulmonary Disease H202 hydrogen peroxide
CP Cerebral Palsy ICU intensive care
D/T due to IU international units
DVT deep vein thrombosis v intravenous
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This is a report a health care aide wrote about a client.

1 tried to give Mr. Jones 1 ASA hs but he said his stom was sore
and he refused to take it. He com about GI p. but he told me not
to REP it. He usly has a b.m. B.1.D. but today he had none.

The health care worker used many abbreviations. Some are standard abbreviations, but she also used the
following abbreviations that she made up herself.
1. stom 3.p. 5. usly

2. com 4. rep

This report is confusing. Although you can try to guess what the health care aide meant, you cannot really
be sure. You think the worker may have meant:

1. stom = stomach 3. p. =pain
2. com = complained 4. rep = report
5. usly = usually
This client could be in danger. He has had surgery for a blocked bowel and is now in so much pain that he
cannot take an aspirin. This information must be reported clearly.

For this reason you should only use standard abbreviations that everyone knows the meaning of.
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These sentences have some abbreviations that were carelessly written. Find the

#7 W abbreviations that were not written properly. Rewrite the sentences with the correct
abbreviations on the lines after the sentences.

TRY this _ ,

_— 1. The patient had an e.k.g. to check his hr.

2. Give the client ASA B.1.D. ¢ H20.

3. The client missed his physiotherapy DVT exhaustion.

4. The patient pulled out his IU in [.C.U.

5. The client had a Dx of CoPd when she was 65 years old.
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#8

TRY this

Writing

Many documents have small spaces to record information. Here are some client
care plan notes. Rewrite these notes in the space provided. Use eight (8) accepted
abbreviations from the list.

General practitioner referred client with gastrointestinal problems to specialist.
Client had surgery to remove 6 centimetres of bowel. Client must drink 1/2 cup of
water each hour from 9:00 in the morning to 12:30 p.m. Measure and record all

bowel movements.
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Use Pronouns Clearly

A noun is a person, a place, or a thing.

Nouns tell the reader who or what the writer is talking about.

The words client, hospital, wheelchair, Mrs. Smith, and meals are examples of nouns.

The nouns Carrie bought a new_uniform. The uniform had flowers on the uniform.

in this paragraph Carrie enjoyed wearing the uniform because the uniform made Carrie

are underlined: happy. Carrie was glad Carrie bought the uniform.

This paragraph sounds strange because the nouns are repeated over and over.

A pronoun is a word that replaces a noun.
Pronouns are used to make the message flow, without repeating
the same words over and over again.

The words he, she, it, they, this, that, you, him, her, and we are examples of pronouns.

Here is the same Carrie bought a new uniform. The uniform had flowers on it. Carrie
paragraph with enjoyed wearing it because it made her happy. She was glad she
pronouns replacing bought the uniform.

some of the nouns.

This paragraph is easier to read than the first paragraph. The writing flows better. The pronouns have not
changed the meaning of the paragraph.

Pronouns are very useful, but sometimes they are not used correctly. Sometimes it is not clear what nouns
they are replacing. This can be very confusing for the reader.
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Look at the following example:

Pat told Kim that she had to work overtime.

Who does the pronoun she refer to in this sentence? Are you sure?

« Maybe Pat had to work overtime.
« Maybe Pat is Kim’s supervisor, and Pat told Kim that Kim had to work overtime.
+ Itis not clear who the pronoun is referring to.

+ *Never use a pronoun when it could refer to either of two words that come before it.

Here are more examples of sentences with confusing pronouns. There are different ways to make the
sentence clearer. It depends on what the writer is trying to say.

Confusing: When Donna shared her story with Sara, she was sad.

Clearer: When Donna shared her story with Sara, Donna was sad.

Clearer: When Donna shared her story with Sara, Sara was sad.

Confusing: After filing a grievance and getting advice from his rep, he explained

it to his co-workers.

Clearer: After filing a grievance and getting advice from his rep, he explained
the grievance to his co-workers.

Clearer: After filing a grievance and getting advice from his rep, he explained
the advice to his co-workers.
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The confusing pronouns in these sentences are underlined. Change the pronoun so
#9 that the meaning is clear. There are different ways to do this. Imagine that you are
the writer and think about what you are trying to say.

TRY this

Example
John and Fred love to work with elderly clients. They are great.

One answer could be:
John and Fred love to work with elderly clients. John and Fred are great.

Another answer could be:
John and Fred love to work with elderly clients. Elderly clients are great.

Your Turn

1. After three hours of training, Lois told Maria that she needed a break.
2. Mark does not want to take Mr. Wren to the clinic because he hates doctors.

3. The health care aide helped Margaret take a bath and get ready for bed. This
was the favourite part of her job.

4. If home care attendants have to choose between guessing the meaning of an
abbreviation and asking for clarification, they must do that for the client’s
safety.

5. An electric heating pad is more dangerous than a hot-water bottle. They both
can burn the client, but it can also start a serious fire.
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This report has many confusing pronouns. Rewrite it and change some of the
#1 0 W pronouns to make the meaning clear. There are different ways to do this. Imagine

that you are the writer and think about what you are trying to say.

TRY this

Alvira Santos, a senior health care aide, was not given a job on the day
shift. She told her supervisor that she wanted it, but she gave it to Helen
Shoen, a junior employee. When she asked her why she didn’t get it, she
told her she had not been in her current position for at least six months
so she could bid out. That didn’t make sense to her. She has all the
necessary skills for the job and she is senior, not her, so she is filing a
grievance.
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Putting the Rules Together

1. Vowels and Consonants
2. Final E Rule

3. Doubling Rule

4. Y toIRule

5.

6.

Confusing Words

Let us look more closely at each of these guidelines.

Vowels and Consonants

Good spellers know how to use spelling rules correctly. You can help yourself become a better speller by
learning a few basic rules.

To use the rules, you must know which letters are vowels and which letters are consonants.
The letters a e i o u are vowels. All other letters are consonants.

Look at the following words. Put a V in front of each word that begins with a

#1 1 W vowel. Put a C in front of each word that begins with a consonant.
TRY this agree treatment
- diet unless

client nurse

insist fluids

occurrence enter

medication intake

patient output

access

Writing 20



Essential Skills for Health Care Aides

12 o

TRY this

Writing

The spelling rules will help you learn how to add word endings. You will need to
decide if an ending begins with a vowel or a consonant.

There are some common word endings in the box below. Look at each ending and
decide if it begins with a vowel or a consonant. If the ending begins with a vowel,
write it under the word vowel. If the ending begins with a consonant, write it under
the word consonant.

ing er less ful ed ary ment
or ly est ness s ous ion
Vowel Consonant

21
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Final E Rule

The Final E Rule

(L3 »

If a word ends with an “e” and you add something

13 »

beginning with a vowel, you must drop the “e”.

Examples:

Drop “e” Don’t Drop “e”
brokKa+ en = broken hope + ful = hopeful
respirs+ ation = respiration state + ment = statement
card+ ing = caring safe + ty = safety

urind+ ary = urinary

Add endings to these simple words to make new words. Remember to
#1 3 drop the “e” before vowels.

TRY this 1. use + less =
- 2. ache+ing =

3. care + less =

o

wide + est =

serve + ing =

AN

safe + 1y =

7. force + ful =

8. care + fully =

9. behave +iour =

10. nerve + ous =
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At work you may need to write more difficult words. Use the Final E Rule to help
#14 you spell these words.

TRY this 1. psyche + osis =
2. sterilize + ation =

3. circulate + ory

4. diagnose + is

5. plate + let

observe + ation =

confuse + ed

definite + ly

A S

medicate + ion =

10. endocrine + ology =

#1 5 W Read this note written by a home care attendant. Underline the five (5) words that

are spelled incorrectly. Write the correct spellings beside the numbers that follow
the note.

TRY this
- I was sliceing some ham with an electric knife to make a sandwich for Mr. Litz. He
called to me in a nerveous voice. I told him I was comeing and I carfully put the
knife down on the table. I rushed out of the room, tripped on the knife cord and cut
my thumb. I taped my thumb and put the knife safly away. I gave Mr. Litz his lunch
10 minutes late.
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Doubling Rule

Short words are often difficult to spell when you add something to them. You need to remember the
vowels to use this rule. The letters a e i o u are vowels. All the other letters are consonants.

The Doubling Rule is used with short words that end cvc (consonant vowel consonant). Short words have
four (4) letters or less.

These are short words that end cve

Short words
rib trim drop fun have four (4)

letters or less.

These are not short words that end cve

lisp  — is short but doesn’t end cve
finger — ends cvc but has too many letters
hide — is short but doesn’t end cvc
smile — has more than four letters and doesn’t end cvc
Doubling Rule
Double
cve | +vowel | double final consonant
run | +ing = running
sad | test = saddest
big | +er = bigger
mop | +ing = mopping
Don’t Double
why?
mad | +ness |=madness | nessdoes notbegin with a vowel
water | +ing = watering | water has more than four (4) letters
bad +ly = badly ly does not begin with a vowel
walk | +ing = walking walk does not end with cvc
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Practise finding words for the Doubling Rule. Look at the words in the box below.
#1 6 W Circle all of the short words that end cvc.

TRY this pen press red wrap brother wide
water drop brush stop swim step
grade shop motor thick plan snap
face sad wander catch sell big
rest run help form bar wash

Add endings to these words to make new words.
#17

1. plan +ed =
TRY this 5

. hop + ing =

3. slip +ery =

4. tall + est =

5. rest +ing =

6. spill +ed =

7. swim + ing =

8. happen + ing =

9. drop + ing =

10. brush + ing =
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| Read this note written by a health care aide. Underline the five (5) words that are

#1 8 W spelled incorrectly. Write the correct spellings beside the numbers that follow the
note.

TRY this
— 1 stoped by Mrs. Shaw’s room to check on her. I saw her siting
on her bed. She was crying so I askked her what was wrong. She
started talking about when she was shopping for her wedding
dress because she was geting married. I listened to her for 10
minutes and she was calmmer when I left.
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n Y to I Rule

You need to know what a suffix is to use this rule. A suffix is something you add to the end of a word to
make a new word.

Remember that the vowels are a e i 0 u. The rest of the letters are consonants.

Y to I Rule

This rule tells you what to do when you add a suffix to a word that ends with the letter y.

If a word ends with a consonant and y and you add something that

begins with anything except i, change the y to i.

There are a few parts to this rule. Let’s look at each part.
Part 1. Change the y to i if a consonant comes before the y.
Examples:

happy + ly = happily (y is preceded by the consonant p)
pretty + est = prettiest (y is preceded by the consonant t)
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Add suffixes to these words to make new words.
#19

1. beauty + ful =
TRY this

2. heavy + est =

3. marry +ed =

4. slippery + er =

5. mystery + ous =

6. penny + less =

Part 2. Do not change the y if a vowel comes before the y.

Examples:
toy + s = toys (y is preceded by the vowel 0)
play + ing = playing (y is preceded by the vowel a)

Add suffixes to these words to make new words. Remember to only change the y
#20 W} to 1 if there is a consonant before the y.

1. tray + s =

TRY this
2. employ + er =

3.say +s =

4. convey + or =

5. stay +ed =

6. lay + ing =
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Part 3. Do not change the y if the ending begins with i.

Examples:

fly + ing = flying (fliing is too hard to read!)
marry + ing = marrying  (marriing looks strange!)

Now practise while you think about all three parts of the rule. Decide if you need
#2 1 W to change the y or not. Write each new word on the blank line.

. . sl + =
TRY this ey e
2. employ + ed =

—_

3. empty + ness =

4. apply +ing =

5. carry +ed =

6. happy + est =

7. hurry + ing =

8. boy +s =

9. play +ed =

10. baby + ish =
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Exceptions

The Y to I Rule does not work for all words. You must also learn extra information called exceptions.

pay +ed =

paid

day + ly = daily

dry + ness = dryness

lay + ed = laid

Now practise using all parts of the rule, plus the exceptions.
122 <o
1. carry +ing

TRY this 2.

Writing

destroy + ed

. joy + ful

obey +s

. family + ar

. pay +ed

stay + ed

. try +ing
9.

easy + est

10. angry +er
11. worry + ing
12. delay + ed

13. steady + er
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423 @%

TRY this

Writing

A home care attendant wrote these notes. He wants to tell his supervisor about the
changes in the behaviour of a client. Underline the five (5) words that are spelled
incorrectly. Write the correct spellings beside the numbers that follow the note.

Mrs. Grey was steadyer on her feet yesterday. She was sleepyer and
more confused today than yesterday. When she payed me to do her
laundry she gave me the wrong change. She didn’t want to watch
her favourite show on TV. When the ladyies down the hall came to
visit, she refused to speak to them. She hurryed to bed at 1:00 p.m.
and staied in her room all afternoon.
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Putting it All Together

2 4 W Think about all three rules when you do the following exercise.
#

1. note +ed =
TRY this

2. run+ing =

3. like +ly

4. sway +ed =

5. shop +ing =

6. wide +er =

7. lay +ing =

8. happy +er =

9. hope +ing =

10. sad + ly

11. say + ing =

12. late + er =

13. snap +ed =

14. wonder + ed =

15. care + ful

16. stay + ing =

17. name + ed =
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Read this note written by a health care aide. Underline the nine (9) words that are
#2 5 spelled incorrectly. Write the correct spellings beside the numbers that follow the
note.
TRY this

Mrs. Morris seemed happyer today. She has been staying in her room
but today it was easier to get her to come out into the liveing room to
visit. She ate a biger lunch and she even tryed some salad which |
served with crackers. She said her son will be comeing to see her
during the Christmas holidays. When I was takeing her back to her
room, she sliped in the hall. She dropped her book but she didn’t fall. 1
carfully helped her into bed. She said her leg was aching and askked
me to bring her an aspirin before I left.

Writing 33



Essential Skills for Health Care Aides

n Confusing Words

Be Careful with Confusing Words

When words sound the same it is hard to know which one to use in a sentence.

We often use small words like their, to, and its, but many people get them confused.
Let’s look more closely at these words and their meanings.

Group 1 Words: their there they’re

These words:
« all sound the same

« all start with the word the

« all have different meanings

We use this word to talk about something that belongs to some people.
Example: their car, their family, their exercises.

their
Kim and Lisa are home care attendants who drive their car to work.
They visit different clients as part of their job.

One of their duties is reminding clients to take their medication.

We use this word to talk about that place or with is or are to introduce something.
Example: over there, there is, there are

there : o
Please put the soiled bedding in the basket over there.
There is some detergent under the sink.

There are more blankets up there in the cupboard.
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This is short for they are. We use they when we talk about people and we don’t want to say
their names over and over.

they’re Henry and Leo love to make the clients laugh.
They’re ready to tell jokes as soon as they start their shift.

They’re upset when they have to stop entertaining to do their duties!

sentence:

" 2 6 W Read each sentence. Think about which of these three words fit best in the

their there they’re
TRY this

Write the correct words in the blanks.

1. The supervisor asked the aides to finish practising lifts.

2. is only one nurse on duty in our ward.

3. I'met Ted and Gord when I started work. Now my best
friends.

4. pay cheques are in mail boxes.

5. Sandra Sinclair works over at the nursing home.

6. are seven members in my work team.

7. Mary and Angel have a new shift. happy.

8. They want us to come over to see facility.

9. The gloves are beside the soap on the shelf down

10. I don’t want to go
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Group 2 Words:
two too to

These words:
« all sound the same

« all have different meanings

This is the word for the number 2.
two Example: two friends, two frogs, two hours

Two friends caught two frogs in two hours.

This word means more than necessary or also.
Example: too hot, too many, me too

too : o
It is too hot in this room.

There are too many new viruses.
I want to go back to school too.

Use this spelling of the word for everything else not mentioned above.
It is often used before an action or before a place.
Example: to sing, to dance, to the store, to a movie

to
She likes to sing and to dance.

We are going to the store tomorrow.
Maybe we’ll go to a movie after we go shopping.
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Read each sentence. Think about which of these three words fit best in the
#27 W sentence:

. two too to
TRY this

Write the correct words in the blanks.

1. Don’t eat many cookies.

2. Tonly have quarters in my change purse!

3. Her family came visit her in the hospital.

4. We are going the café for lunch. Do you want to come ?
5. Please listen me.

6. When we got to the classroom there wereonly _ empty seats left.

7. Wehave _ read Chapter __ for class tomorrow.

8. Is this the key your house?

9. Tam driving the work. It is cold to walk.

10. Their new CD player cost hundred dollars.
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Group 3 Words:

These words:
« both sound the same

« both have different meanings

This is short for it is. It is important to put in the apostrophe.
14
1t’s It’s time for your bath.

It’s important for you to eat breakfast.

You must wear a coat because it’s cold outside.

We use this word to talk about something that belongs to things or places. We do not use
an apostrophe.

The Red River flooded its banks. (the banks belonging to the Red River)
The dog licked its paw. (the paw belonging to the dog)

its

Many people drink green tea for its health benefits.
(the health benefits belonging to green tea)
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Read each sentence. Think about which of these two words fit best in the sentence:
#28 W

TRY this

Write the correct words in the blanks.

1. The care home changed phone number.

2. important to treat your client with respect.

3. The mother cat carried kitten in mouth.

4. English does not always follow own rules.

5. a beautiful day.

6. The hoya lift is an important tool. purpose is to help us lift people.
7. The hospital changed rule about working overtime.

Writing 39



Essential Skills for Health Care Aides

The Document Use unit has a large section about how to write documents. When you do this section you
will learn other writing skills that relate to special documents. You can also practise the clear language
and spelling skills that you have learned here as you learn document writing skills.

Writing 40



Essential Skills for Health Care Aides

Answer Key
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4

TRY this #1

Avoid Wordiness
The expressions that use extra words are in bold type.

1. The uniforms of health care aides are green in colour.
1. The uniforms of health care aides are green.

2. My supervisor asks me to work overtime in many cases.
2. My supervisor asks me to work overtime often.

3. The change in medication had an effect upon the client.
3. The change in medication affected the client.

4. You must give your supervisor advance notice if you want time off.
4. You must give your supervisor notice if you want time off.

5. In the event that a client refuses medication, you must tell your supervisor.
5. If a client refuses medication, you must tell your supervisor.

6. The client completely finished his exercises.
6. The client finished his exercises.

7. 1cleaned the bathroom at the same time as the client watched TV due to the fact that I had
free time.

7. I cleaned the bathroom while the client watched TV because I had free time.

8. The bell is for the purpose of calling someone in the event that you need help.
8. The bell is for calling someone if you need help.

9. Please begin your demonstration at this point in time.
9. Please begin your demonstration now.

10. I need to order more gloves the reason being that I used my last ones this morning.
10. I need to order more gloves because I used my last ones this morning.
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TRY this #2

Record Information in the Order that It Happened

Note: You don’t need to use these exact words, but make sure that the information is recorded in
the correct order.

1. T helped Mrs. Jardin get dressed after I helped her with her bath.
I helped Mrs. Jardin with her bath then I helped her get dressed.
2. T heard the fire alarm and then I helped Mr. Venn walk to the exit. C
3. Mr. Deng prepared a pasta dinner because I showed him how to do it.
I showed Mr. Deng how to prepare a pasta dinner then he did it himself.
4. Mrs. Bain greeted me for the first time today. I said hi to her every day for one week.

I said hi to Mrs. Bain every day for one week. She greeted me for the first
time today.

5. First we ate lunch, then we went for a walk, and finally we watched TV for one hour. C
6. I took the urine specimen to the bathroom to measure it after I put my gloves on.

I put on my gloves and then I took the urine specimen to the bathroom to
measure it.

7. My client had a cup of hot coffee so I waited 15 minutes before I took his oral
temperature. C

8. I assisted Mr. Phong to the commode after I helped him sit on the side of the
bed, placing the call bell within his reach.

I helped Mr. Phong sit on the side of the bed, then I assisted him to the
commode, placing the call bell within his reach.
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TRY this #3

Keep Sentences Short and Simple

1. Ipivoted with the client until he could feel the bed against the back of his knees. I counted to
three and then he lowered himself to the bed.

2. Keep your client’s medications in a special place separate from other people’s medications.
Keep medications in a dry, cool place. Keep medications out of reach of children and adults
with dementia.

3. I positioned the wheelchair close to the bed. I released the footrests and removed them to the
side. The client sat on the edge of the bed. I made sure she was wearing supportive footwear.

TRY this #4

Answers will vary. One example is given below.

I was in Maria’s room helping her to the bathroom and taking away her supper tray. She
complained that I didn’t come right after she rang her bell. This was because I was helping Sam
put Mr. White back in bed. He had gotten out when he wasn’t supposed to.

TRY this #5

Put the Actor before the Action

Ahmed fed Mr. Santos.

The health care aide asked the supervisor a question.

The care worker transferred the client from the bed to the commode.

The nurse told the aide to wash his hands.

I wrote the report.

I reminded the client to take her medicine.

The home care attendant assisted the client with a back wash.

The aide notified the resource coordinator about red areas on the client’s hips.
Dave supported Mrs. O’Brien as she got into the tub.

oo kWD =

[a—
e

The nurse put on gloves to demonstrate perineal care.
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TRY this #6

I found Mrs. Maille on the floor. She told me that she slipped but she was fine. I checked and
found no bleeding. Mrs. Maille rolled on her side. I asked her if she could get on all fours and then
into a kneeling position. Mrs. Maille got up and sat on a chair. Mrs. Maille asked me for a glass of
water. [ brought her some water. The head nurse asked me to write a report.

TRY this #7

It is important to write abbreviations exactly as they are on the list. Be careful to use upper and
lower case letters and periods exactly as listed.

1. The patient had an EKG to check his HR.

2. Give the client ASA B.L.D. /¢ H20.

3. The client missed his physiotherapy D/T exhaustion.

4.  The patient pulled out his I'V in ICU.

5. The client had a Dx of COPD when she was 65 years old.
TRY this #8

GP referred client with GI problems to specialist. Client had surgery to remove 6 ¢cm of bowel.
Client must drink 1/2 ¢ H20 each hr from 9:00 a.m. to 12:30 p.m. Measure and record all b.m.

TRY this #9
Use Pronouns Clearly

Answers will vary. Here is one possible answer for each question.

1. John and Fred love to work with elderly clients. Elderly clients are great.

Or — John and Fred are great.

2. After three hours of training, Lois told Maria that Maria needed a break.

Or — Lois told Maria that Lois needed a break.
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3.  Mark does not want to take Mr. Wren to the clinic because Mr. Wren hates doctors.
Or — Mark hates doctors.

4. The health care aide helped Margaret brush her hair and get ready for bed. Getting Margaret
ready for bed was the favourite part of her job.

Or — Brushing Margaret’s hair was the favourite part of her job.

5. If home care attendants have to choose between guessing the meaning of an abbreviation and
asking for clarification, they must ask for clarification for the client’s safety.

6. An electric heating pad is more dangerous than a hot-water bottle. They both can burn the
client, but an electric heating pad can also start a serious fire.

TRY this #10

Answers will vary. Here is one way to rewrite the paragraph so that it is clearer.

Alvira Santos, a senior health care aide, was passed over for a job on the day shift. She told her
supervisor that she wanted the job, but the supervisor gave it to Helen Shoen, a junior employee.
Helen worked there for three months. That wasn'’t fair. When Alvira asked her supervisor why she
didn’t get the job, she told Alvira she had not been in her current position for at least six months
so she could bid out. That didn’t make sense to Alvira. She has all the necessary skills for the job
and she is senior, not Helen, so Alvira is filing a grievance.
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ot

TRY this #11

Vowels and Consonants

V | agree C | treatment
C | diet V | unless
C | client C | nurse
V | insist C | fluids
V | occurrence V | enter
C | medication V | intake
C | patient V | output
V | access
TRY this #12
Vowel Consonant
ing less
or ness
er ful
est ]
ed ment
ous ly
ary
ion
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TRY this #13

Final E Rule

e AR ol A e

_.
e

useless
aching
carcless
widest
serving
safely
forceful
carefully
behaviour
nervous

TRY this #14

e AR ol e

_.
e

psychosis
sterilization
circulatory
diagnosis
platelet
observation
confused
definitely
medication

endocrinology

TRY this #15

1
2.
3.
4
5

slicing
nervous
coming
carefully
safely
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TRY this #16
Doubling Rule
press brother wide
grade motor thick
face wander catch sell
rest @ help form wash
Try this #17
1. planned
2. hopping
3. slippery
4. tallest
5. resting
6. spilled
7.  swimming
8. happening
9.  dropping
10. brushing
Try this #18
1.  stopped
2. sitting
3. asked
4.  getting
5. calmer
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Try this #19

Y to I Rule

AR

beautiful
heaviest
married
slipperier
mysterious
penniless

Try this #20

A

trays
employer
says
conveyor
stayed
laying

Try this #21

1
2
3
4.
3.
6
7
8
9

10.

sleepier
employed
emptiness
applying
carried
happiest
hurrying
boys
played
babyish
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Try this #22

1
2
3
4.
3.
6
7
8
9

10.
11.
12.
13.

carrying
destroyed
joyful
obeys
familiar
paid
stayed
trying
easiest
angrier
worrying
delayed
steadier

Try this #23

1
2
3.
4.
5
6

steadier
sleepier
paid
ladies
hurried
stayed

Try this #24

Putting the Rules Together

XN WD -

noted
running
likely
swayed
shopping
wider
laying
happier
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9.  hoping

10. sadly

11. saying

12. later

13. snapped

14. wonderful

15. careful

16. staying

17. named
Try this #25

1. happier

2. living

3.  Dbigger

4.  tried

5. coming

6. taking

7. slipped

8.  carefully

9. asked
Try this #26
Confusing Words

1. their

2. There

3. they’re

4.  there, their

5.  there

6.  There

7.  They’re

8.  their

9. there

10. there
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Try this #27

too
two

to

to, too
to

two

to, two
to

e A o A e

to, too
two

_
e

Try this #28

its (the phone number belonging to the care home)

It’s

its, its (the kitten and the mouth belonging to the mother cat)
its (the rules belonging to English)

It’s

Its (the purpose belonging to the hoya lift)

NSk W -

its (the rule belonging to the hospital)
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