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Quality In-Service for CCC Caregivers
Best Practice :

The Do’s & Don’ts of Quality Caregiving
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Client Centered Care
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 Before arriving at your client’s place of residence:
Do…
· Always remember that the client is at the center of care.
· Know when and where you are working and be on time.
· You should arrive at your client’s place of residence at least ten minutes before your scheduled starting time.
· Check where you are to go and plan how to get there ahead of time.

· If you are unable to meet your work commitments, you must advise the CCC office at least 24 hours prior to the start of your shift. If there is an emergency and you are unable to give 24 hour notice, you must call the CCC office as soon as possible.
· Be well-groomed 
· Appearances do count, so take pride in how you look as this will make a good impression on your client and their loved ones. 
· Dress appropriately – do not wear jeans.
· Always be neat and clean. 
· Wear appropriate shoes – enclosed shoes are best; do not wear open toe slippers. 
· Keep hair neat and tied back. 
· Know your client’s care plan. 
· Be sure to read through all the documents provided regarding the client and their care.
· Discuss your client’s care plan with the CCC officer who has assigned the client to you. Do ask questions if there is anything that concerns you. 
 When you are in your client’s place of residence:  :            
Do…
· Identify yourself and where you are from.
· Whenever you are working for CCC, you must wear your identification badge at all times.
· Introduce yourself to your client and anyone else who is present in their home while you are there.
· Keep in mind that some clients with dementia may not remember who you are, so do not be offended if they forget. Simply state who you are and why you are there.
· Wash your hands when you arrive at your client’s home

· Discuss with the client and (if appropriate) their loved ones what it is they expect you to do. 
· Follow the care plan and do not perform duties outside the care plan.
· If the client, a family member or another health care professional asks you to do something that is not listed in the care plan, ask them to contact the CCC office for approval.
· Be polite and treat your clients and their loved ones with respect. 
· Treat your clients as you would like yourself to be treated. Imagine that it is yourself or your loved one who is receiving care. 
· Remember that their likes and dislikes will not be the same as yours.  Find out what your client’s preferences are, and respect their choices.
· Build a good rapport with clients and other related parties.
 When you are in your client’s place of residence:  :            
Do…
· Be mindful of your client’s personal boundaries. 
· Some clients will like a lot of personal space; others will like a lot of attention and stimulation.
· Be warm and caring, but always be professional

· Do not discuss your personal problems, religious, political or moral beliefs with a client.
· Do not ask your client inappropriate questions.

· Be alert and safe
· Always remain awake and alert while on duty.

· If you need a respite break, call the CCC office for relief assistance.

· Practice good safety and common sense in every aspect of client care.

· Be attentive to your client’s needs
· Regularly check with your clients if there is anything that they need, and if they are comfortable and free of pain.

· Make sure your clients are clean. 

· Reposition clients when necessary.
· Show initiative in seeking ways to help your clients.

· Always remember that you are a guest in someone’s home.
· Treat them with the same respect that you would expect visitors in your home to treat you.
· Ask client’s approval before opening windows, or changing the temperature of the heater. Do not open drawers, closets, cabinets or any other furniture unless it is necessary. Only open as needed and ask the client’s approval before you touch anything.
 When you with your client in another facility:       :            
Do…
· Sign in as soon as you arrive at the facility.
· Build a good working relationships with facility staff

· Only wander around the facility if you are accompanying your clients to the areas where they have requested to go.

· Only eat or drink or own foods or drink in your client’s room.

· Do not eat or drink in public areas of the facility.

· Do not eat any of the client’s food or drink even if the client offers it to you. 
· Contact the facility staff responsible for your client whenever the client needs their attention or help.
· Be aware of any other protocols regarding the facility in which you are working.
· Sign out prior to leaving the facility.
 Before leaving your client’s place of residence:     :            
Do…








· Make sure that the client’s home is clean and tidy.

· At the very least, make sure that you leave the home as you found it – wash any dishes which you used while in the home and do not leave any of your trash behind.
· Be sure to document the work that you do during the shift.

· Write up the client’s daily notes in the client’s care folder. Write clearly and legibly.
· All information must be accurate, dated and signed.
· Handover and communicate to the next caregiver everything they need to know about the client’s care.

· If anything unusual occurs during your shift, you must report this to the CCC office immediately. 

· Follow up with written documentation to be handed into the CCC office.
· Complete your timesheet.
· Be accurate and complete all sections of the time sheet as required, including checking the duties performed.
· Clients must initial and date timesheets daily; call CCC office promptly if a client is unable to sign their timesheet.
· If any changes are made on a timesheet, clients must initial the changes.
· Let your client and any other people present in the client’s home know when you are leaving.
· Say goodbye, and remember to thank them for allowing you into their home.
And remember…. 
When you are on duty, do not…

· Unless it is an emergency, do not talk on your cell phone.

· Do not use your client’s telephone, unless it is work related or an emergency.

· Do not watch television, unless you are required to supervise or accompany your clients while they choose to watch TV.
· Do not leave your clients unattended, unless they have asked you to do so and it is safe to do so. Make sure to document this and submit this document to the CCC office.
· Do not change your work schedule unless it has been pre-approved by the CCC office.

Always… 
Be proud of the work that you do!
Caregiving is important and valuable work and you deserve respect and appreciation for the work you do.
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