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Section I
understanding home  
health aide services

1 Home Care and the Healthcare 
System
1. Describe the structure of the healthcare  
system and describe ways it is changing	 1

2. Explain Medicare and Medicaid, and list when  
Medicare recipients may receive home care 	 3

3. Explain the purpose of and need for home  
health care	 3

4. List key events in the history of home  
care services	 4

5. Identify the basic methods of payment for  
home health services	 5

6. Describe a typical home health agency	 6

7. Explain how working for a home health agency is  
different from working in other types of facilities	 7

2 The Home Health Aide and  
the Care Team
1. Identify the role of each care team member	 9

2. Describe the role of the home health aide and  
explain typical tasks performed	 11

3. Identify tasks outside the scope of practice for  
home health aides	 12

4. Discuss the client care plan	 12

5. Describe how each team member contributes  
to the care plan	 14

6. List the federal regulations that apply to  
home health aides	 15

7. Describe the purpose of the chain of command	 16

8. Define policies and procedures and explain why  
they are important	 16

9. List examples of a professional relationship with  
a client and an employer	 17

10. Demonstrate how to organize care assignments	 19

11. Demonstrate proper personal grooming habits	 19

12. Identify personal qualities a home health aide  
must have	 20

13. Identify an employer’s responsibilities	 21

3 Legal and Ethical Issues
1. Define the terms ethics and laws and list  
examples of legal and ethical behavior	 23

2. Explain clients’ rights and discuss why they  
are important	 24

3. List ways to recognize and report elder abuse  
and neglect	 27

4. List examples of behavior supporting and  
promoting clients’ rights	 28

5. Explain HIPAA and list ways to protect clients’ 
confidentiality	 29

6. Discuss and give examples of advance directives	 31

7. Identify community resources available to help  
the elderly	 32

Section II
building a foundation:  
before client care

4 Communication and Diversity
1. Define communication	 33

2. Explain verbal and nonverbal communication	 34

3. Describe therapeutic communication and  
identify barriers to communication	 35

4. Describe the difference between facts and  
opinions	 39

5. Describe basic medical terminology and 
approved abbreviations	 39

6. Explain how to give and receive an accurate oral  
report of a client’s status	 40

7. Explain objective and subjective information and 
describe how to observe and report accurately	 41

8. Explain why documentation is important and 
describe how to document visit records and  
incident reports	 42
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9. Demonstrate the ability to use verbal and written  
information to assist with the care plan	 45

10. Demonstrate effective communication on  
the telephone	 46

11. Discuss diversity and describe common  
religions	 46

12. List examples of cultural and religious  
differences	 50

13. List ways of coping with combative behavior	 50

14. List ways of coping with inappropriate behavior	 51

5 Infection Prevention and  
Standard Precautions
1. Define infection prevention and explain the  
chain of infection	 53

2. Explain Standard Precautions	 54

3. Define hand hygiene and identify when to wash 
hands	 56

4. Identify when to use personal protective  
equipment (PPE)	 58

5. Explain how to handle spills	 63

6. Explain Transmission-Based Precautions	 64

7. Explain sterilization and disinfection	 66

8. Explain how bloodborne diseases are  
transmitted	 67

9. Explain the basic facts regarding HIV and  
hepatitis infection	 68

10. Identify high-risk behaviors that allow the  
spread of HIV	 69

11. Demonstrate knowledge of the legal aspects of  
HIV, including testing	 70

12. Identify community resources and services 
available to clients with HIV or AIDS	 70

13. Explain tuberculosis and list infection  
prevention guidelines	 70

14. Explain the importance of reporting a possible 
exposure to an airborne or bloodborne disease	 71

15. Discuss MRSA, VRE, and C. diff icile	 71

16. List employer and employee responsibilities for  
infection prevention	 73

6 Safety and Body Mechanics
1. Explain the principles of body mechanics	 75

2. Apply principles of body mechanics to 
 daily activities	 76

3. List ways to adapt the home to principles of  
proper body mechanics	 77

4. Identify five common types of accidents in  
the home	 78

5. List home fire safety guidelines and describe  
what to do in case of fire	 83

6. Identify ways to reduce the risk of automobile  
accidents	 85

7. Identify guidelines for using a car on the job	 85

8. Identify guidelines for working in high-crime  
areas	 86

7 Emergency Care and  
Disaster Preparation
1. Demonstrate how to recognize and respond to  
medical emergencies	 88

2. Demonstrate knowledge of first aid procedures	 89

3. Identify emergency evacuation procedures	 97

4. Demonstrate knowledge of disaster procedures	 98

Section III
a holistic approach to  
understanding clients

8 Physical, Psychological, and  
Social Health
1. Identify basic human needs	 102

2. Define holistic care	 105

3. Identify ways to help clients meet their 
spiritual needs	 105

4. Discuss family roles and their significance in 
health care	 106

5. Describe personal adjustments of the individual  
and family to illness and disability	 107
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6. Identify community resources for individual and  
family health	 108

7. List ways to respond to emotional needs of  
clients and their families	 108

9 Body Systems and Related 
Conditions
1. Describe the integumentary system and  
related conditions	 111

2. Describe the musculoskeletal system and  
related conditions	 115

3. Describe the nervous system and  
related conditions	 119

4. Describe the circulatory system and  
related conditions 	 131

5. Describe the respiratory system and  
related conditions	 136

6. Describe the urinary system and  
related conditions	 141

7. Describe the gastrointestinal system and  
related conditions	 143

8. Describe the endocrine system and  
related conditions	 147

9. Describe the reproductive system and  
related conditions	 153

10. Describe the immune and lymphatic systems  
and related conditions	 157

11. Discuss cancer and related care	 160

10 Confusion, Dementia, and  
Alzheimer Disease
1. Discuss confusion and delirium	 166

2. Describe dementia	 167

3. Describe Alzheimer disease and identify  
its stages	 167

4. Identify personal attitudes helpful in caring for 
clients with Alzheimer disease	 168

5. List strategies for better communication with  
clients with Alzheimer disease	 169

6. Explain general principles that will help assist  
clients with personal care	 172

7. List and describe interventions for problems with 
common activities of daily living (ADLs)	 172

8. List and describe interventions for common  
difficult behaviors related to Alzheimer disease	 175

9. Describe creative therapies for clients with 
Alzheimer disease	 179

10. Discuss how Alzheimer disease may affect  
the family	 180

11 Human Development and Aging
1. Describe the stages of human development and  
identify common disorders for each group	 182

2. Distinguish between fact (what is true) and  
fallacy (what is not true) about the aging process	 186

3. Discuss normal changes of aging and list  
care guidelines	 187

4. Identify attitudes and habits that promote  
health	 193

Section IV
developing personal care 
and basic healthcare skills

12 Positioning, Transfers, and 
Ambulation
1. Explain positioning and describe how to safely  
position clients	 196

2. Describe how to safely transfer clients	 203

3. Discuss how to safely ambulate a client	 210

4. List ways to make clients more comfortable	 213

13 Personal Care Skills
1. Describe the home health aide’s role in  
assisting clients with personal care	 217

2. Explain guidelines for assisting with bathing	 219

3. Describe guidelines for assisting with  
grooming	 228
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4. Identify guidelines for oral care	 235

5. Explain care guidelines for prosthetic devices	 240

6. Explain guidelines for assisting with elimination	 242

7. Describe how to dispose of body wastes	 247

14 Core Healthcare Skills
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vital signs	 248
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3. Explain how to assist a client with  
self-administered medications	 291
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therapy	 297
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or bladder retraining	 313
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17 Clients with Disabilities
1. Define disability and identify common causes  
of disabilities	 316

2. Describe daily challenges a person with a  
disability may face	 317

3. Define terms related to disabilities and explain  
why they are important	 317
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with disabilities	 318
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and intimacy	 318

6. Identify skills that can be applied to clients  
with disabilities	 319



Learning Objective Learning ObjectivePage Page

viii

7. List five goals to work toward when assisting  
clients who have disabilities	 319

8. Identify five qualities of excellent service  
needed by clients with disabilities	 320

9. Explain how to adapt personal care procedures  
to meet the needs of clients with disabilities	 320

10. List important changes to report and document  
for a client with disabilities	 323

18 Mental Health and  
Mental Health Disorders
1. Identify seven characteristics of mental health	 325

2. Discuss causes of mental health disorders	 325

3. Distinguish between fact and fallacy concerning  
mental health disorders	 326

4. Explain the connection between mental and  
physical wellness	 326

5. List guidelines for communicating with clients  
who have a mental health disorder	 326

6. Identify and define common defense  
mechanisms	 327

7. Describe types of mental health disorders	 327

8. Explain common treatments for mental health 
disorders	 329

9. Explain the home health aide’s role in caring for 
clients who have a mental health disorder	 330

10. Identify important observations that should be  
made and reported	 330

11. List the signs of substance use disorder	 331

19 New Mothers, Infants,  
and Children
1. Explain the growth of home care for new  
mothers and infants	 333

2. Identify common neonatal disorders	 333

3. Explain how to provide postpartum care	 334

4. List important observations to report and  
document	 335

5. Explain guidelines for safely handling a baby	 335

6. Describe guidelines for assisting with feeding  
a baby	 337

7. Explain guidelines for bathing and changing  
a baby	 341

8. Identify how to measure weight and length of  
a baby	 344

9. Explain guidelines for special care	 346

10. Identify special needs of children and describe  
how children respond to stress	 348

11. List symptoms of common childhood illnesses  
and the required care	 348

12. Identify guidelines for working with children	 349

13. List the signs of child abuse and neglect and  
know how to report them	 350

20 Dying, Death, and Hospice
1. Discuss the stages of grief	 352

2. Describe the grief process	 353

3. Discuss how feelings and attitudes about  
death differ	 353

4. Discuss how to care for a client who is dying	 354

5. Explain legal rights for clients who are dying and 
describe ways to promote dignity	 355

6. Define the goals of a hospice program and  
identify guidelines for hospice work	 357

7. Explain common signs of approaching death	 359

8. Describe postmortem care	 359

9. Understand and respect different postmortem 
practices	 360

Section VI
practical knowledge and 
skills in home management

21 Clean, Safe, and  
Healthy Environments

1. Describe how housekeeping affects physical and  
psychological well-being	 363

2. List qualities needed to manage a home and  
describe general housekeeping guidelines	 363



Learning Objective Learning ObjectivePage Page

ix

3. Describe cleaning products and equipment	 365

4. Describe proper cleaning methods for living  
areas, kitchens, bathrooms, and storage areas	 366

5. Describe how to prepare a cleaning schedule	 370

6. List special housekeeping procedures to use  
when infection is present	 371

7. Explain how to do laundry and care for clothes	 371

8. List special laundry precautions to use when  
infection is present	 374

9. List guidelines for teaching housekeeping skills  
to clients’ family members	 374

10. Discuss the importance of sleep and explain  
why careful bedmaking is important	 375

11. Identify hazardous household materials	 379

22 Clients’ Nutritional Needs

1. Describe the importance of proper nutrition and  
list the six basic nutrients	 381

2. Describe the USDA’s MyPlate	 382

3. Identify ways to assist clients in maintaining  
fluid balance	 386

4. Identify nutritional problems of clients who are 
elderly or ill	 388

5. Demonstrate awareness of regional, cultural,  
and religious food preferences	 390

6. List and define common health claims on  
food labels	 391

7. Explain the information on the FDA-required  
Nutrition Facts label	 392

8. Explain special diets	 393

9. Describe guidelines for assisting with eating	 397

10. Describe eating and swallowing problems a  
client may have	 400

23 Meal Planning, Shopping,  
Preparation, and Storage
1. Explain how to prepare a basic food plan and  
list food shopping guidelines	 402

2. List guidelines for safe food preparation	 405

3. Identify methods of food preparation	 406

4. Identify four methods of low-fat food  
preparation	 409

5. List four guidelines for safe food storage	 409

24 Managing Time, Energy,  
and Money
1. Explain ways to work more efficiently	 412

2. Describe how to follow an established work  
plan with the client and family	 413

3. Discuss ways to handle inappropriate requests	 413

4. List five money-saving homemaking tips	 414

5. List guidelines for handling a client’s money	 414

Section VII
where do i go from here?

25 Caring for Yourself and  
Your Career
1. Discuss different types of careers in the  
healthcare field	 416

2. Explain how to find a job	 417

3. Identify documents that may be required when  
applying for a job and explain how to write  
a résumé	 418

4. Demonstrate completing an effective job  
application	 419

5. Demonstrate competence in job interview  
techniques	 419

6. Discuss appropriate responses to feedback	 421

7. Identify effective ways to make a complaint to  
an employer or supervisor and discuss how to  
manage conflict	 422

8. Identify guidelines for making job changes	 423

9. List your state’s requirements for maintaining  
certification	 423

10. Describe continuing education for home  
health aides	 424

11. Define stress and stressor and list examples	 424



12. Explain ways to manage stress	 425

13. Demonstrate two effective relaxation  
techniques	 426

14. Describe how to develop a personal  
stress management plan	 426

15. List five guidelines for managing time	 427

16. Demonstrate an understanding of the basics  
of money management	 428

17. Demonstrate an understanding that money  
matters are emotional	 429

18. List ways to remind yourself that your work is 
important, valuable, and meaningful	 430

Appendix	 432

Glossary	 440

Index	 459

Procedures
Washing hands (hand hygiene)	 57

Putting on (donning) and removing (doffing)  
a gown	 59

Putting on (donning) a mask and goggles	 60

Putting on (donning) gloves	 61

Removing (doffing) gloves	 62

Donning a full set of PPE	 62

Doffing a full set of PPE	 62

Disinfecting using wet heat	 67

Disinfecting using dry heat	 67

Performing abdominal thrusts for the conscious 
person	 90

Clearing an obstructed airway in a conscious infant	 91

Responding to shock	 91

Responding to a myocardial infarction	 92

Controlling bleeding	 93

Treating burns	 94

Responding to seizures	 95

Responding to fainting	 96

Responding to a nosebleed	 96

Helping a client who has fallen	 97

Providing foot care for a client with diabetes	 152

Moving a client up in bed	 198

Moving a client to the side of the bed	 199

Positioning a client on his side	 200

Logrolling a client	 201

Assisting a client to sit up on the side of the bed: 
dangling	 202

Transferring a client from a bed to a wheelchair	 205

Helping a client transfer using a slide board	 206

Transferring a client using a mechanical lift	 208

Assisting a client to ambulate	 210

Assisting with ambulation for a client using a  
cane, walker, or crutches	 212

Giving a back massage	 213

Learning Objective ProcedurePage Page

x



Helping the client transfer to the bathtub	 220

Helping the ambulatory client take a shower or  
tub bath	 221

Giving a complete bed bath	 222

Shampooing hair	 227

Providing fingernail care	 229

Providing foot care	 230

Shaving a client	 231

Combing or brushing hair	 232

Dressing a client	 234

Providing oral care	 236

Providing oral care for the unconscious client	 237

Flossing teeth	 237

Cleaning and storing dentures	 239

Reinserting dentures	 240

Assisting a client with use of a bedpan	 243

Assisting a client with a urinal	 244

Helping a client use a portable commode or toilet	 246

Measuring and recording an oral temperature	 250

Measuring and recording a rectal temperature	 252

Measuring and recording a tympanic temperature	 253

Measuring and recording an axillary temperature	 254

Measuring and recording a temporal artery 
temperature	 255

Counting and recording apical pulse	 256

Counting and recording radial pulse and  
counting and recording respirations	 258

Measuring and recording blood pressure manually	 259

Measuring and recording blood pressure  
electronically	 261

Measuring and recording weight of an  
ambulatory client	 263

Measuring and recording height of a client	 264

Collecting a sputum specimen	 266

Collecting a stool specimen	 267

Collecting a routine urine specimen	 268

Collecting a clean-catch (midstream) urine  
specimen	 268

Collecting a 24-hour urine specimen	 269

Measuring and recording intake and output	 272

Observing, reporting, and documenting emesis	 273

Providing urinary catheter care	 275

Emptying the urinary catheter drainage bag	 276

Changing a condom catheter	 277

Applying a warm or cold compress	 279

Administering a warm soak	 280

Using a hot-water bottle	 281

Assisting with a sitz bath	 281

Applying an ice pack	 282

Changing a dry dressing using nonsterile  
technique	 282

Applying knee-high compression stockings	 283

Caring for an ostomy	 286

Assisting in changing clothes for a client who has  
an IV	 298

Assisting with passive range of motion exercises	 303

Assisting with deep breathing exercises	 314

Picking up and holding a baby	 336

Sterilizing bottles	 339

Assisting with bottle-feeding	 339

Burping a baby	 340

Giving an infant a sponge bath	 341

Giving an infant a tub bath	 342

Changing cloth or disposable diapers	 343

Measuring and recording a baby’s weight	 345

Measuring and recording a baby’s length	 345

Measuring and recording an infant’s axillary,  
tympanic, or temporal artery temperature	 346

Cleaning a bathroom	 369

Doing the laundry	 373

Making an occupied bed	 376

Making an unoccupied bed	 378

Assisting a client with eating	 398

Procedure ProcedurePage Page

xi



Understanding how this book is 
organized and what its special 
features are will help you make 
the most of this resource!

Using a 
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Making an occupied bed

Guidelines: Handwashing

1. List examples of legal and  
ethical behavior

bloodborne pathogens

Environmentally Friendly Care

Take your time when feeding residents
Feeding residents quickly is dangerous. It increases 
the risk for choking and aspiration. 

Everything in this book, the student workbook, and the 
instructor’s teaching material is organized around learning 
objectives. A learning objective is a very specific piece of 
knowledge or a very specific skill. After reading the text, if 
you can do what the learning objective says, you know you 
have mastered the material.

Bold key terms are located throughout the text, followed by 
their definitions. They are also listed in the glossary at the 
back of this book.

All care procedures are highlighted by the same black bar 
for easy recognition.

This icon indicates that Hartman Publishing offers a 
corresponding video for this skill.

Guidelines, Common Disorders, and Observing and 
Reporting lists are colored green for easy reference.

Orange boxes emphasize important information about a 
variety of topics.

There is an increasing trend throughout healthcare 
settings to be more environmentally friendly. In general, 
this term means that practices, policies, goods, products, 
and services do not cause harm to the environment (or 
cause minimal harm). Throughout this textbook, you will 
see these green boxes when there is a need to explain 
something about the environment and ways to be greener. 

Chapter-ending questions test your knowledge of the 
information found in the chapter. If you have trouble 
answering a question, you can return to the text and reread 
the material.

Chapter Review

Maintaining Boundaries

In professional relationships, boundaries 
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Beginning Steps

Wash your hands. Handwashing provides for infection prevention. Nothing fights 
infection like performing consistent, proper hand hygiene. Hand-
washing may need to be done more than once during a proce-
dure. Practice Standard Precautions with every client.

Explain the procedure to the client,  
speaking clearly, slowly, and  
directly. Maintain face-to-face 
contact whenever possible.

Clients have a legal right to know exactly what care you will pro-
vide. It promotes understanding, cooperation, and independence. 
Clients are able to do more for themselves if they know what 
needs to happen. 

Provide for the client’s privacy  
if the client desires it.

Doing this maintains clients’ right to privacy and dignity. Providing 
for privacy is not simply a courtesy; privacy is a legal right. 

If the bed is adjustable, adjust the 
bed to a safe level, usually waist  
high. If the bed is movable, lock the 
bed wheels.

Locking the bed wheels is an important safety measure. It ensures 
that the bed will not move while you are performing care. Raising 

 the bed helps you remember to use proper body mechanics. This 
helps prevent injury to you and to clients. 

Beginning and ending steps in  
care procedures

For most care procedures, these steps should be performed. Understanding 
why they are important will help you remember to perform each step every 
time care is provided.
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Ending Steps

If you raised an adjustable bed,  
return it to its lowest position.

Lowering the bed provides for clients’ safety. 

Wash your hands. Handwashing is the most important thing you can do to prevent 
the spread of infection. 

Document the procedure and any 
observations.

You will often be the person who spends the most time with a 
client, so you are in the best position to note any changes in a cli-
ent’s condition. Every time you provide care, observe the client’s 
physical and mental capabilities, as well as the condition of the 
client’s body. For example, a change in a client’s ability to dress 
himself may signal a greater problem. After you have finished giv-
ing care, document the care using your agency’s guidelines. Do 
not record care before it is given. If you do not document the care 
you gave, legally it did not happen.

In addition to the beginning and end-
ing steps listed above, remember to 
follow infection prevention guide-
lines. Even if a procedure in this 
book does not tell you to wear gloves 
or other personal protective equip-
ment, there may be times when  
it is appropriate.

For example, the procedure for giv-
ing a back massage does not include 
gloves. Gloves are usually not re-
quired for a back massage. However, 
if the client has open sores on his 
back, gloves are necessary.
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Here are our rules for phonetic spellings:

Long vowels
ay = long a as in day
ee = long e as in see
y or ye = long i as in pie
oh = long o as in low
oo = long u as in blue

Short vowels
a = short a as in cat
e = short e as in bet 
i = short i as in sip
ah = short o as in not
u = short u as in put
uh = the short vowel sound in above, chicken, 
complete, stadium (This sound, called a schwa, 
can be made by any vowel.)

Blended vowel sounds
ai = the sound in air
ar = the sound in car
aw = the sound in fawn
or = the sound in f loor
ow = the sound in crowd
oy = the sound in oil
ur = the sound in germ
yoo = the sound in cute

Phonetic spelling key for  
this textbook

In phonetic spelling, a term is spelled exactly the way it sounds. This type of 
spelling is used in this book when certain terms are introduced. It is shown 
in parentheses.

Special consonant sounds
j = j or soft g (as at the beginning of gentle)
k = k or hard c (as at the beginning of cut)
ks = x (as at the end of wax)
kw = qu (as at the beginning of quit)
s = s or soft c (as at the beginning of city)
sh = sh (as at the beginning of show)
th = th (as at the beginning of this or the end of 
path)
zh = the sound in measure or illusion

Capital letters are used to show which part or 
parts of the word should be emphasized (spoken 
most strongly). For example, the word jaundice 
is pronounced JAWN-dis. The emphasis is on 
the first syllable. The word gastrointestinal is 
pronounced GAS-troh-in-TES-tin-uhl. The first 
and fourth syllables are both emphasized.

Note: Pronunciations in this book are based 
on pronunciations listed in reputable medical 
dictionaries. There may be additional correct 
pronunciations that are not included in this book. 
Check with your instructor if you are not sure 
about a pronunciation.
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