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FOREWORD
i

,

This publication is one of a series of six publications
designed to provide data pertaining to the performance of
tasks in specificgainful occupations re.14t to home eco-
nomitss These data may be used in developing appropriate
objectiVes and curricular content for the preparation of
individuals to enter the specific occupations studied.

The six subject areas of home economics for related.-
tcupations investigated are a modification of the consumer
hoMemaking cluster, which is pneef the fifteen United States
Office of Education clusters.' They include' institutional and
household maintenanCeAsemriceschild care and development,
housing and interjor design, food service, family and tom-

, munity services, and clothing and apparel services.

'Each'of die six publications 'provides for its respective
fieJd a listing of major job categories within the field 'and
the functions and tasks required forthe jab arranged accord-

. ''ing to clusters of similar tasks.

These publications are available from the State Director,
Career Education'Division,'Department of Public Instruction,
Grimes State ffice Building, Des Moines, IDwa,50319.'
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. INTRODUCTION

7 tr

5 1,

Today eddc'atOrs-have become more aware of the growing need for

vocational educption programs' and as a result a large number of

voc,itional courses arc being offe0d. .Although home rotated it oupatio6,,

have developed in relation to the Manpower Development Training Act and

0 0

the Vocational hdueation Act of 1963, there is a lack of fosearch

material pertinent(o the development of home related occupations.°

Program content of courses offered in these areas are often very
,

limited and the amount and type of, training varies according to

1 4
location. Hopefully by identifying tasks performed in different dome

related occupations teachers of variou training programs can have a

similar guide td use as a basis for course content.

MuCh emphasis is 6t,ing placed upon the working woman and priva.t

household work'is one of the major field:, of employment for wumon irr

A .
the United States. Statistics shoal nearly 1.8 killivn household

workers were employed in 1968 and a greater need is projected in etture
. ,

tr

years. e

Major probledfaced in home related occupations are the low wages

and-substandard working conditions.. These'factors cause resistance to

-

enter such fields and are the reasons why these Occupations are tIle

least attractive fields to younwworkers. However many organizations
7 y t'

atx.1 services are takijig a positivd ,approach to the'home re Ated ckcu-

°\
1 pations and are very intently working to upgrade its name., '

'Shipley (1968) did research ii three-home related occupations;
_ -

.

homemaker /home health aide, hotel/Motelhoesekeepingraidp, and the

nursing tome housekeeping aide. For this study additional occupations

it

aY
/

.4,
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A

.
were studied and tasks were identified for the following occupations:

executive and supervising houekeepers, custodians, howitalhousekeeping

\

aides, find residential maids employed by commercial agencies.
.

, Therefore, the objectives of this study : '1.) identify the
4.

occupations r6lated to institutional and house services, 2)

identify tasks performed by in fnst tutionai and household

.service occupations in fowa whch requireleis than baccalailtreate

preparation, 3) determine the freque)cy with whi h the tasks were per,,"

formed by the workers, 4) determine tasks, common o,the occupations,

and 5) devise a matrix or similar form which .wo d provide teachers

with a readily accessible and easily usable gul e for curriculum

development in institutional and houiehold service at the local level.
,

..
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METHOD OF PROCEDURE

IDENTIFICATION OF INSTITUTIONAL AND HOME SERVICE'
OCCUPATIONS

EXECUTIVE AND SUPERVISING HOUSEKEEPER

list of instithtional and home service occupations

was compiled fl'omavailable reference and resource materials. lho

executivo!housekeeper was one s4ch occupation which was decided to be-
,

part'of this, study. After.some ipvestigation of this occupation; it

was discovered that there were a variety of titles placed on these

employees. To determine if there were any differences between the title

.

distinctions, it teas decided to categorize the works into two groups:

executive housekeepers and supervising houSekeepers., Executive house-

'keepers were defined as "Certified persons who stipervise work. activities

of cleanincypi,rsonnel to insure clean, 'orderly, attractive room-, Jn

hotels, hospitals, and Similar establishments." Supervising hou..-
,

keeper,' were not certifLed. A third category entitled, housekeeping

directors, encompassed miscellaneous titles which were not executive

or supervising housekeeping titles.

Task list and response pattern

Before tasks could be described a definition of executive and

supe4yising iousekeepers hdd to be determined. By consulting. available

resource materials including curriculum guides, occup tional briefs,

?

ka
and the Dictionary of Occupational Titles, a definiti n was formulated.

These sources were also.usd to develop a checklist of tasks which

f)

.

*these employees might perform on theijob. All possible tasks were

listed andput into questionnaire form.



.00nsi'`
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4

The grpartmentYof Public Instruction was coQsulted for aid in task

analysis and frequency scales. A five point frequency scale was deter-

4 pined. The,respondent .was provided a space to indicate the 1iequ(.14,y

'with which he pexformod.the task on the following five point , scale:

.

.

).

1) I never do this task, 2) I do this task once a year, y I do 14is

v.
task once a month, 4) I,perform thisAask onCea week, and 5) 1 perform

.

this task daily: (see appendix)

A personal descriptive data questionnaire was included with the

task checklist to gain some general information about the characteristics

of the participants: Information included in this sheet was: 1) age,

2) sex, 3) place of'employment, 4) length of employment, 5) education

and .6)training,for particular occupatidn,
-

Content validity assessment

After the quesfiorinaire wasodevelbped it was then checked ior .

clarity, correctness, and completeness by Iowa State University's

Director of Housipg, Mr. Charles F. Frederiksen. From this checking

additional' tasks were added to the questi6nnaire and some tasks were

- reworded.

1

Pretest

-a
After the_ questionnaire was revised,it was thep administered to

two executive housekeepers from Drake University in pes Moines, Mr.
5

`Roger Satory and Mr. Maurice Williams; and,an,execut.ive housekeeper

from°Methodisp Hospital in Des Moines, Mr. Donald Bentrey. Addition'al

sks were-obtained after this pre-/est and minor changes were made in

.;;'the wording so that de tasks would be more easily understood and
,-.

o

- ?technically correct.
-;:t

el
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Sample selection and data collection
o

It was decided to atimanister the questionnaire to executive and

supervi,sing housekeepers fin hospitals, hotels, motels; pursing homes, ,

and residence halls.in Iowa. A list of forty certified executive hews'
,

6 . . ..
keepers was obtained from the Iowa chapter of National Exec,utive House-

-,4,,:, ..

e

keepers Association through t'le'co-yp'eration of Mr. Donald-Ilentley and

Miss Agnes Gutmann, active members of'ihe organization.
. . .

Based on the assumption that larger institutions would most likely .

.

l'
employ supervising housekeepers,' a list was compiled b5r select .ing insti=

°

tutions with greater than ohe hundred bed size. The list of nu sing
, .

.

.

/i!L.homes Of itTiltk. category was compiled from a publicatkm of Iowa , tensed
tJ. s . ,e!

... .

°nursing homes issued by the-State Department of Heakth.. A'similar list ,

''p .

' for motels and hotels was available from the North Central TduT-Rook
,

of the American Automobile Association.

. ,

From the Education Directory a list of private anti, state colleges
. \

. .
.

; 'was ONtipiled and these were then Contacted for names of their supervising A
'c.

housekeepers. The hospitals and' ounty homes were chosensin the same,

11

1

. . ..

way as the nursing homes. Names.of one hundred bed size or larger were
, , 4, .

chosen from a state list of hbspitals and state institutions.

,

The finalfinal number invited to par.ticipate in this study totaled 158. ,

.. f

When alist was'oompleted, questionnaires were mailed toprospectivel

respondents. _A coverAdtter which explained the study and gave instruc-
4 ''' 't i $

1 4
tions'for the:completion of-the checklists wa'included along with the

. .

.., . .f

checklist and a personal data sheet. ,

.

Four weeks ,after the checklists had been mai-led, a follow-up 1- otter..,

was mailed. Two weeks,were allotted and then a double post card f61163g-,
L

up was sent.as)a reminder and to'state reasons why the questionnaire

11%:o

had not INen returned.
<1.

0 .

.a
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he 4 With one non-respondentin each Catg4to determine.differences,

, ...
,, , te , : I ,

c
ny, betWeenr.espondents' ahcinon,raspondentsto the study. Alloy

,

. .% -- - ' '

.
.

di- usion_with the non-resondents, it did not reveal any d'ilvroncv,,..

..- ,

Thos 'cOntact d'had not :rl'eponded becauS'e cd lack of time or misplace-,
.
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.....ment:cd.--Ahfistdilnaj."-re:-
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.- --.
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. . .
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.....4._--Ilising housekeeperS/,,and.9 housekeeping directre,.' Thg response to ,*his..-7...,,-- ..
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. -

Iptudybsed'on the final invited sample and total returned Checklists

was 59%. `

Data analysis ° - -,
. -

.
.

-,.
,. .

. .

The returned checklisfs.:-.rre inspetea.for missing da:ta .ind hand
..

'
coded for tnarisfdr'to IBM cards., At this point, the responses on the

qdive point scale were coded as 0) I 41e-ver' do-this'task, 1) I do this

task once a year, 2) I do this task once a month, 3) I do this task once
e

%a week, 4) I Ad this task daily.

0

'A frequency count was calculat4 for the personal descriptive data.

-...

.`questionnaire responses. this information is shown in the Appendix.'

I , ' 4
Mean sCores for each task were examined tO determine tasks common

.; ,
. ,"

. to the three occupations and those-unique to ,just one. -Teh clusters

were forthed after examining the c6rrel4tion matrix and determining the

highly 'intercorrelatd item.. The Spearman-Brown formula was used fo

test cluster reliability and thep each cluster's mean score was calcu-
-',.

-;;
lated,tacdetermine il'thecluSter of tasks was of -high or IOW meal-

..

, .

frequehcy within the occupation.

. :

Because the -final task clusters are to be used by educators for

curricaturAevelopment, some tasks were added to.crusters if their '''
,

s ,

'.

,
.
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content was judged tobe rationally related to'the correlated

which:formed'ihe statistically devised clusters. This procedure helped

joreduce .the number
r

of miscellaneous or non-clustered tasks.

Mean .scores' for each cluster ottasks were

dusters were listed (see

calculated and the

ta1es)\in descenCiing otder of mean scores.

Within'. the clusters the tasks' wer also arranged in descending order

based on man scores. If mean scores were identical the item with 1.he

smaller standard deviation w& listed first.
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. I: *, .:.-- s.

s's. -. . . - - .. . ,

sts..11perci4sing Sticuse\keepers;,mas used -for, the c4stpdgan. ,

-,t-
;

...; ,\ -s- ' '..\-
. .-

':, ,-/V persona-k desci4-4%)e data-quest iOnnalre<was,4ncluded 'h. the,.,:, : .,, \.
_ N ss t

.4,:sk . list to .gaih_. some ge ne r a 1.: information at?qtq:the'.6haracteristiQs ALI4

.. , ...,,-

.

. - . ,
,

, . .
.

.

4- 1.;

. .

. f .::
-,.

,,

r la the partic4ants. Information included in thIsheet.Was: 1) age,.

1 'i'i
.

..

. 2) se:c, 3 % 5) education,
4;

t , p c 'of h ,t, -4) length of ,employmeht;) iaof empl4
, ze," =.,?. ., .;1- ., ,; 4. . .... ..., i'? . ,-/., - . .0

and '6) tralril..n.4' for particular occupation.o
P

, -i, ... '-! - .
- .-.,,,-.

: %-r. , 'i,' A

..--.: :14.-...- ,:..; .

...,..............(---

:- '...--

/1 , .'

';',itc''

..,tz.4/<"), -1-;
i.."0-1,11: z
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,Cohtent, valid ity assessment

'
.. ?, . ,completed chockllists- and questionnaires we checked for clarity,

. .

,
.

.

.
e,

,. .

6 4
!and-cOntent.valiiilityMr. Gordon S. Dowell who teaches a custodian

.

. .

.;

,. .

/P- ,

,, atraj:ning 6ourse. Recommendations' included reivorng of items,

_ ,

.e.,-
, _ .

iomistion of items because of 'dated/less, and addition of items.. Tho

r" clarity'was _also examined.by Department of Public Instruction,
/,

personnel and the Iowa State UniverSiti Home EconomiCs_gdueat'on
,

/", '

':faCulty who wore specialists, in evaluation, and / adult education.
r i ' , ,.. /

'Pretbst;
.

',
.

c N
,

'
After the questionnaire was'revisedit was then administered to

two custodians on the Iowa State UniverSity camplis; one at Bourns

Manufacturing Company in Ames; and one at Mary Greeley Hosdpital-in
4

Ames. Additional tasks were,obtained after this pre-test and minor
4

changes were made in the wording so thatthe tasks' would be more easily

understood and technically correct.

Sample selection and data_aollection

.
.

It was- decided to administer the questionnaire to custodians in

., ,t, .

i
A .,

hospitals, homes, ndustries, schools, and residendVhalls in

Iowa, Mr.'Dowell recommended we use the Iowa Custodian Association

list to draw the sample. All'of,.ihe above, institutions were represented

inthis list, but there Was no way of knowing the proportion in each

Apeategor

school custodians. F4 the final nuthher inVited to participate in

However, the final results revealed a greater majority of.

. ' -'1
a.,

thiS's udy 200 names we randomly chosen from,this 1,ist.
,=1

, .,rz--.,

. ': 1,

When a list was completed; questionnaireS were' mailed to prOspective
. 1

. 'i.: ...

..respoiints. A Coverleiter, which explained the study and gave

tot
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v

ssinstructions for thc. completion of the checklists, was included along

with the checklist and a personal data sheet..

A Four weeks after the checklists had been-iyiailed, a follow-up letter
.

was mailed: Two weeks were allotted and then a double-pest card folloW-

AuP was Sent as a reminder and to state reasons why the questionnaire

had not-been returned:

After the majority of the checklists were returned, interviews were

held with a nen,.respondent to deterthirre differences, if any, between
1:

6en-respondents and respondents to the study. After discussion, it did

not reveal any differences,
0

Replies well ceived from 130 custodians: The response to thig,

study based on thelfinal invited participants and total retUned

cheCklists was 65.

Data analysis °

The returned cheaklists1i were inspected formissing data 'and hand

coded for 'transfer to 'IBM. cards. At this Point, the responses on the

five point

task once a

a week, 4)

scale were coded as 0) I never do this task, 1) Ito this

year, 2) I do this task once a:.nicfrth, 3) I do this

I' do this task daily.
,-

k ;once

, 7--

A frequency count \yes calculate feir,,,the personal descriptive data

questionnaire responseS'and this inforfiation is shown in the Appendix.

Eight clusters were formed after examining the correlation matrix -460.

and dptp-rmining the highly intercorrelated items. The Spearman - Brown,'"

fotmula was ,used to test cluster reliability and then each cltipter's
4 ,

mealy score was calculated to determine if the cluster of tasks was o

high or low mean frequency within the occupation. A ninthCluster was

.4
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11 ,

0

formed on,eationai basis from the miscelltroainon-clusterdd items.
.1 1

Other tasks were also addedAby this method to-the statistically derived '..
N

clUSters.

Mean scores for each cluster of tasks Were calculated arld the

. km
clustorshwere listed (see tables) in descending order of meanzscorec,.

.0'

Within clusters the tasks were also arranged in descending order based

on mean scores. If mean scores weregidentical.the item with the

smaller standard deviation was listed first.

a

r

4

D-

4.
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Homemaker/Home Health Aide,

H
0
otel/Motel'Housekeeping Aide and

qrs,ing Home HOusekeoping Aidv

' A, study by Shipley (1967) determined, tasks performed by employee&

in home related occupations: hotel /motel housekeepik idev'nursing home

housekeeping aide, and a related occupation,/ homemaker ome health aide.

The three occupations were studied together because. of the commonality

of housekeeping tasks and were the,first three occupations related to

Institutionali%nd usehold Servic4 occupatioons for, which a task analysis

Was completed.

"Of*

Task list 4nd response pattern.

Shipley developed..14,64ts'of tasks performed by personnel in the three

occupations using curriculum guides, occupational briefs, manuals for

employees, and ,current books and, periodicals:',Tasks for each of the
'a .

ethree occupationS were groupe?ccording to the following niajor job
4

functions: 1) food preparation, 2) housecleaning, 3) laundky and

lothing,.4) personal care of children, 5) pertonal care of adults, 6)

management of resources.
e

p

The task response pattern was developed for a four point scale and '

was checked as follows: 1) I neverdo this task; 2) tnometimes do this
0

.task; 3) 1 frequently do this task; 4) I always do this task.

- '
r

A personal data questionnaire was also
,

developed to accompany the

\6hecklist to determine characteristics of the respOndents. Charac-
.

.

teristics s y ed include: age, marital status, educational level,
,

till

and amount of training.
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Content validity assessment
4

Completed task lists were checked for clarity, correctness, and

Completeness by I.S.U. Rothe Economics faculty who were specialists in

food and Nutrition, HoUsehold Equiment, Child Development, Institution

Management, and lire Economics Eddcation. As a result, additional tasks
4-

were added, some tasks were reworded, and others were moved from one area.,

of funCtion to another. In ord to provide a more inclusive rAnge of

tasks,. the area of food preparation was ciga#ged to good production and

the area of housecleaning became maintenance and care of equipment, home,

,

or furnishings.

A specialist in job analysis from Industrial Engineering was con-

Wilted concerning the ability of'the proposed checklist to be discrim-
.

i

nating,in the analysis of/tasks performed y'employees. On his recom-

.. Ob

. mendation, titles of job functions were dipped acid the tasks Of theV , ,'

?
three occupations were scrambled into One checkliSt of 125 tasks.

Pretest

The questionnaire was pretested with a total of 11 employers and

employees in two nursing homes, one'hotel,Ornd'one homemaker/home health

aide service center. Corrections were made for clarity and completenesS.'

Some items were combined; other items were omitted. The responge pattern

was changed from a four point to a three .1cant scale because of the ina-

bility of resppndents tp discriminate,between the second and third

points. The resulting scale tvas scored ads follows: 1) Inever do this ,

task; 2) I sometimesdpthis task; 43) I ways do this task-
.

\s±.-/11a The revised in. __ument included' a personal data questionnaire and

A checklist consisting of 108 individual tasks. In order to insure

,1



I

., .

maXimum-usable returns theequestionnaire and checklist- were personally r..
I.

4

madministed.

I

Sample selection and data collection

Since the number of homemaker/home health aide service centers in

Iowa was limited, Shipley based the sample selep ion for the thiee

occupations on.these centers. She randomly stile ted:six'Centervfrom

4the list of homemaker services,: Nursing homes ithin these six areas

were compiled f4om the list of licensed nursing homes issued by the

Iowa State Department'of Health. A listing of motels and hotels within

. ,

these areas was compiled from the membership lists df the Iowa Hotel .

.
/

and Motor' Inn ASsociation and from the North/tentral Tour Book of the
4 .

American Automobile Association. Nursing 17bmes and hotels and motels.

1 ./
.

..

were randomly selected -from each of 'the six identified areas.
. .

Homemaker /home health aides were randomly selected from the, list
. 4, . .:. .

.

of aides Atea6ti center. Hotel/Motel housekeeping aides and nursing

/hOme housekeeping aides for tie sample were selected by managers of:

0
the establishments.

.

* ,.

1 .1

The questionnaire 'and checklist were personally administered to 87, .

k, 40Vk ,

employdes in the three occupations. This number "included 29 horgemaker/
4

r

home Health aides,'26 hotel/Motel' housekeeping 'aidts, and 32 nursing

home housekeeping aides; all interviews resulted in usable questionnaire's.
0

Data analysis

Each questionnaire.as coded for computation, i.e., a response of

I n 'ver do this task was coded 1; I 'sometimes do this task, 2; andadI

always do this task, 3.

0 .

:)

to 21
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,

t .

.

tt . . . .. .,, e'
°A'108 x 108,pdoled within' correlation matrix was eomputed. The

,
.-

. .., .
.

1 ( .

variable usecLasithe basis on-which the correlation-matrix was pooled
i ,&

_

....4 'o
. was the occupational, category. The task matrix was computed wing this

. , . ,

.

A

proced*re to eliminate the effect of each specific occupation pn job

.

clusters.. 4
.

C
.

-

;..

.

z ,

The taSk.correlation matrix was inspected to determine job clusters.
, t.

., .

Two criteria %via ex clusters:used to establish cluste:
1'

. . e
. . _/

1piltems had:inter-correlation coefficients of at least .35 with

,/, b.r ,

most ether iteMs.
.

4.12) Itedt'in clusters descriped major .job functions..

lAS a result Shipley derivetrsivx clusters composed of 60 items;

eftaining 44-items wete,not assigned to clusters. Four of Shipley's

9 *
clUsverewete essentially retained for this'repoit, but, items which ap=

peared to represeilt these major job fundtions were added -bathe clusters,a

'Items in two cluiteiO'and 42 Of the 48 non - clustering, items were ra-
- ti

. .

. grouped toobtain_greate4 consistency with task clusters defined for

the custoaanp'the hcrspital housekeeping aide, and the residential maiti.
...

.. c,....L., /

0. .. .
, ,

Mtan score's for clusters and items within clusters were computed./-,
.-

/' ..

'
',., ,. /.i

Clusters werelarrayed by, cluster mean score from those dpne most often
, ...

.i:
.

.

. .,

' to those done
0
least .often. Tasks were arrayed within each job function

on'the basis pf taslimeams irolli these tasks ,done most frequently

. :: 1',iv
V -

. s 1, S g$ ' '

thOSe,Aone leafr frequently. st4,-tasks.within a job function :rep esented

. . '

e ?*..logical rk,'progres4on pattern; tasks were 'arranged sequentially and

4 . -

the cluster was,markedto,indicate'the basis'Tor'task array-
,

Theo.fouptasrk clusters were:. 'provisions for safety, Care of ill
and dislbled adults, chfld care, and food production.

AbThehousehold'paintenance and the general housekeeping task ''clusters
were regrouped into : lusters related to inspection, maintenance, and

sanitation of phy}sit 1 facilitie. ;

,,

t
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,Hospital liovsekeeping Aide

*

The hosp tal housekeeping/aide was anInstitutioriiil and Hous'ehold

.Service do atidn which-had not beeh studied previously. Cafpenter

(447I),*a er developing compAencies of the-three occupations sludied-.

,by Shipley, recommended that taskg be developed in othe;toCcupatiors

wi )i'in this area and specifieally suggested the hospital housekeeping
---..

.

t

' aido. .

... . h a. ..b.

a l

'Task list and response pattern

A task list for hospital housekeeping aides was developed using

the Dictionary of Occupational Titles (1965), curriculum guides, current.

books anceriodicals. The two curriculum guides used were: Being a.

HouSekeeping Aide (Hospital Education and Trust, 1967) and CoUrse

Description andTeching Materials for a i'reparatory.Program for

Hospital HOusekeeping Aides (Henry, 1968).

Tasks were groupedinto a checkl -st-under nine major headings

including: basic cleaning procedures care and upkeep of equipment,

cleaning patient units, discharge units, isolation units, .1aundry,'

pest control, responsibilities in food service, and safety. The purt
0

pose of.the grouping was to g e thetask8 a logical order and to a4ow
. ,

'ease ,in ,reading and responding. A separate checklist of -areas cleaned

was, included before the list of tasks in order t'o study major area

that the hospital housekeeping aide cleaned.

The task response pattern wastdeveloped on a five point scale to
4

indicate relative frequency of performance. Similar response pat-

, terns were used four both the task checklist and the areas checklist.

The response pattern was: 1) I never do this task; 2, I do this task
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at'Icast once a year; 3, I do this task at least once a month; 4, 1

do this0Paslc at Feast once a week; 5) I do this task daily. 'Minor

var iations weQU made in the wording of the areas 'of clean ing response

pattern: 1) 1 never clean this areaX 4
) I clean this area at lea,,1

once a year; 1) 1 clean this area at least once a month; 4) f clears
/'

this area at East once a week; 5) I clean1tnis area daily.

t
k 1

4_"'
o : In older to determine biographical characteristics of the respond-,

'..

tints, &,personal'data questionnaire was developed to accompany the

checklists. The biographical questionnaire requested personal'infor-
,

mation inclkuding: marital status, age, educational background,

specialized training for the occupation, \length of training, length of

employmnt, and number of hour's ,worked per week.

An instruction sheet for the housekeeping aide was
4

devised as a cover sheet for the questionnaire. The instruction sheet

contained directions for responding to VII biographical questionnaire,

areas checklili 74;and task checklist. 4Additional directions were pro-$,

i(

vided for listing other items not included onfthe questionnaire:

1
. Hence, the pretest form or the instrument included four parts'in

t
. .

. .
. .

' the following order: instruction shee.t, personal data questionnaire,

areas cleaned checklist, and tasks checkIis*t.
..-. t .

,.
TWe copiif of the questionnaire and checklists were to be sent. -

_ . 4

o to the exeCutLe!housekeeper (if the name was known) or adminis-
$ . .

i S...

trator of each...hospital in the 4 letter: of trans-

mittal was designed to,explain the purpose of thOstUdy and to explain

the procedure for)he distribution and return of the questionnaires.

1 The letter, concluded by expressing appreciation to the hospital
1

and its housekeeping staff for their participation in the-stpdy.

kl
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Content validity assessment

' Complett,d checklists and questionnaire were checked tior clarity

and cOnten: veil dity by a hospital executive housekeeper who super-
.

vi,,ed hospital housekeeping aides. Recommendations included iewotding

of items, ommission of items because of datqdness, and addition of

items.- The clarity was also examined, by Department of Public lnstruc-

tion personnel and '1:) Iowa State University Home Economics Education

facility who were` specialists in'evalitation and adult education. The

major change as a result/of their suggestion was allowing space at

_the end of each major task heading for;other tasks not listed.
,

Pretest

,
.

, . . .

. The instrument was pretested, with 21 aides from four hospitals in
J

, 0 di;Ames and nearby communities. As a fesult of the respondents having

difficulty in responding to the fiVe point response pattern, further ,

clarification as to categorizing tasks which were tone "as needed" or

"as requested" was included on the difection'sheet. No other major

changes,were,m4de. .

Inj5retes.tingl found that'hospital housekeeping aides may

have general.housekeepin ties or specialized duties (such as-bed-

making or-sArgical housekeeping). Since the checklists were designed

for general hospital- hou ekeeping aides, it was necessary that the

respondents be general h usekeepers. As a result, instructions f'or

distributing qUestionnaires to housekeeping aides specifically requested
.

a

that the respondenZs be housekeepers. In addition, an item

was included:on the.persohaliftata qudttionnaire requesting the respond-

ent to describe her dccuPf.tional responsibilities. The purpose of this

item was,Ito,further elimilfate specialized housekeepers from thedata

producing sample.

,,,...
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Sample riection and data collection -
. .

I -14:c Iowa State Department of Health's listing Of hospitals (19,70). .
.

,1
, . .

W. m-,t1 ior tic -10(i,ling,hospitals across the Sis,tate. nce t.isksol
P

o . 'tr.
. ,

hospital housekeeping aides might vary According to the -si ze off the

hospital, hosptals were divided arbitrarily by hospital bed size
. a

(under 50 beds, 50 to 100 bedsliand over 100 beds). A random sample
U2

of 75 hospitals ,(25within each size catogory) wa: drawn. Three'
st

, .

questionnaites were sent tp the executive housekeeper (if the name was
(

-

s.

1
,

.
.

'-'4 ,'.ct--'

kno1wn) or adminCstratok of each hoSpilal
.
for distribution td- '4

,

:
throe housekeeping aides.

411,

Of the 225 questionnaireS mailed,' 150 questionnaifts were returned;
,

this was a response, rate of 66.6%. Of these, 10 were blank; an accOm-

,

panying note indicated that the hospital had fewer than threp house-
)

keeping aides and for this reason,tWe questionnaires were returned
4 0 .

unused. Forty-two questionnaires were judged unsuitable- 1?computa- '

$ ,4,
, ,

., .. .

.
. 4 ,

tion because greater than five per cent,of the items were ingpmpleteP-.
,,

O .

0

e'
. .,

Three questionnaires were completed by specialized housekeeperV'4and
;

ift

were therefore omitted from the study. Three questionnaires were
AP

returned too late. The remaining 92 questionnaires were judged usable

for the.study; these questionnaires represen4 responses from the
,

three hospital bed size categories: under '50 beds, 18 responses;tg0

to 10D beds, 32 reloonSeS; and over 100 beds, 42 respOnses'.
d' 4,

.

'Data analris

A coding plan for the biographical chargtteristics of the respond:

ents was developed and the responses were coded. Frequency counts were

computed for each of the characteristics.

trp
eir .04

6

O
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Responses to the area cleaned checklist and-task matrix were

coded Accbrding to ,the following plan:, 0,I never do. this task; 1,I

do ti, tiv-,k at ica,t once a.year; 2, I do this task at least once' a

month; 3, J do this' task at least once a, week; 4, 1 do ,this ta,,k

;daily. Response, went, coded by-this procedure =so that A zero WOLIN-

indicate that the task Was never done.-

A 105 x105 pooled within correlation matrix was computed; .the

variable used as the basis'on which the correlation matrix was PoOlcd
)

wa hospital bed size. Ahe task matrix was computed, using this

,procedde to eliminate the effect of hospital size on job clusters:

The task correlation matrix was inspected to determine job clusters

\
-or functions. TheSe criteria were used to establish clusters:

1) tasks correlated with ea-7-11'-0-1-:leJ. -t or beyont 0;

21,taSks grouped together represented a unique job function.
.

i

Task's which did not cluster blit which judgmentally appeared to reptesent
J;;..

.
_

task cluster were added to that task Cluster. Groups of tasks which
i

.

..-

'-t , ,

t represented a major job task but which did not cluster were grouped

. together.
\ \ ..,

. . .7 %

Mean scores for clulte'rOras well.as for each item within the

cluster were computed. Clusters,were arrayed-by cluster mean scores

from those done most often to*hese'done leaSt often. 'Further, tasks
- .

were arraAd within each job function on the basis of task means from

those tasks done most:often,tothOse,done:,10st often. The hierchical

ordering of asks within job functions wasin4--followed if tasks within

a jo:_, function,represented some logical work progression pattern. ,In,

this case, tasks were arranged sequentially and the-cluster marked'to
. ,

, 4 .- -3,
.

,

. .

indicate thee basis for the task array.

°

2 7
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Residential Maid Employed By

....".; '''' 'A h.,; '' 1, "'"
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,.- :.,ap.....1-10170-o:.: .Y "A

cluSter .was the residentfar -.11.1did employ9d by' ' .`

.:.I : .

The sixth'occupation studied within
o

V
:hold Service occupation

a commercial agency'. The demand

as more women enter tho world of

; t.I,. . / .

for the residifli:idal:PMid growiJig
.

,

; - .

work and deiegxte housekeep:ing
v'A`j

responsibilities outside tie home. ,Commerciaieablishmentsng,
' :/5./

as ,employment .agencies for ,maids'are increasing in popularit and
: . \ ,

. .
.. 1, v . ? .

number in other states. Becaii§d of this grgwth,..a s:btdy was undertaken'
. ._

.

A
,

, . -,

-, .

toi determine tasks performed..by.f:hresidential 'majC'eitililoyed by a
-;-% ;

...,.-

r . % x, .

. ,, 1 i ; - -.

V 1 -.-
hA--.

Task list and response, pat,tern .V.,::: -. \. .:---..----

comMercial agency.

-

A task list for th -fresiflaenti'ai:m.;.i&-emplolied by a comme'rciill---.

Agency was as scrin.lAct.pr,i-rag*1z, --1-*An.,:ititis-rview and observation. An

o
, .

- .

owner-operator Ame."ma3d service agency was interviewed for
/;,..--

baCkground, informatibir_Ott't this Cc ion-. Two
.

were later observed

currici4um glade and

a task list for this

placed under

A

residential maids

k'41:41 ing, situations.
r't;"*

current,t,p0ffiodi were also used

Airk. t,

occulja04i1 : 'Tasks4,14e then categorized

A related'

to construct

major headings
- .

five poirit

0

and

`:;.a. : `,, .t- : . i ,.... , - ..: . .. ,. dit
response patc'el. .,

w4 c, nk,qn t o 44 .
catel.frequency

,'.:..,=:','

of performance. - The response patterp WaS. 44:141:: .1)1- neft do

this task; 2) I do this task at least brief .aV:Varf:' 1) 1- do this -Usk if ,.:-

1-7--*_.,t

at- 1 e a s t once a month; 4) I do this tagiclt least 'Deere. a week; 5) .I..tio;.
. . - -I` . 4

this task daily.

4

,

A personal, data quesOnnaire was develippect"to,

graphical characteristics of the lesident -m-aid:'. -Such infoiinatiori

.

I ;
1

;

included: age, maTftal us,; gaining.

`'"4 '
;
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76='instruC---ii.ontsheet for the residential aid was...devised as a
.

,

4

c0er'sheet for the questionnaire .: The.intructIon sheet contained

i
'dii6ctions for -responding to the biographical questioOnaire and

. ,
- I:

task checklist. 'Additional directions were provided. for listing'othor
.,,,

-items not included on the qUestionnal-re.
-1 -I

DPI personnel analyzed the Checklist for clarityJand possible:
e '' ..' '1:

:5... .

suggestions for additional items. Suggettions for change included

4tems, and cla±ificationof wording. The DPI also ecommended
/

-
includi

>
kig..a checklist .of

,

areas cleaned,by the residential 'maid. A
,

checkliS:Cof areas cleaned was developed includih0 rooms or areas

.,.., .
.

such as the(c4ving roO/m joatio, garage. A five point scale was used

1) 1.,-ne_Ver=q14 this are.;a;_ 2}.1 clean this,\area'atreast once a year;. .. -

. -,:-; :,,.*:-..,,,
, .-.-....,

4 .,-- '- .-k,,
.

,:,,,,.

..--- -).ti;n:-..- ?---> - *-. , _ . - ; ....:,-..: i."7.....) ....--7:,'-.-==-1,-; - .

, . --,! ...<q:,,,,. ,.....:
.

...... , __-----. , - .... - , "''''''.4.-:'
r least once -, -

....
-

t-A-1-i3.S..9a daily/
«74 .... -1.1.:.:27:77.5-77-:. ,IL- ''''! : ''' : : .

. ..

--
Home Econoiiucs Eucatn- faculty who were Specialists in oval -

,..-.'''** ,,.-V:.:--vz',.----- ,
:,.,..2 ., . 2.

uatioh and adult educatiori`reC6MMended further changes including

addition of item and rewording-of:items.'

0

' - , .

The content and clarity of the qupstionnaire and checklist

N. 2 were assessed by the-dCiner-operAtdr4kthe residential maid agency.:
- .-.=::,

' -..1....-.:.,: -
, ,..-. s,_.- ,:..:.,,-,.
-..---

. previously mentioned. At her recomme4dation, additional items were

; 1 ,:: 1,',.

'added and, other items wexe reworded.
, -' -

.-,, .
:

,
.- "f-,.. .

,

-, .., _.

The revised questionnaire included four parts in tie following
,

.

,

bider instruction sheet, biograp\ical questionnaire, areas cleaned
v,
,,..

..

1'

' v checklist and tasks checklist.,

.,.,
%

\ .:',

SaMp e selection and data collection
, . I .....

IAOANAIS
: SeveralocedUres were undertakeh..to,identifyiaaid sery-ice-

.2.14/..X."" ' ' 11; 1,...s. ' \ .,-.. ', '

-. encies in Iowa. Phone directories frOlir;the larger Iowa cOmmuni:ties;
-...

_1;:.-'
..- ,

.',.f
\

,v
; 2S(

.-. :,,, / ir: . ,,.,

, :4 r;
;.!'".

. . {.

. st,
e,

.; . .
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were searched. Area extension home economists were telephoned in an,
1

effort to,identifymaid service agencies in- their respective areas.
..,

Letters -were sent to 17 Chambers of 'Commerce and.two Bettor. liUsiness

BureauS in the 15 Iowa cities over 25,000 and the two neighboring

cities of:Moline, and Omaha, Nebraska. Moline wa'S i-ncluded

because of the likelihood of servid-e-to,the-Oavenpart area;.0mala

.because of potential service to the Council Bluffs area.

The names, of six agencies were obtained. Of the six, onI three

were in operation at the time ofthe study. T.176 remaining th ee Were

contacted by phone; tWo agreed to-participate in-the study.

Forty questionnaires were sent to the two agencies. enty

questionnaires were returned with,18 usable responses. .T

1 d therefoie were disca ded.

Data analysis

A,Coding plan foe, the biographical characteristics of the respond

ents was developed and the respons s were coded. Fiequency cauniswere

a

computed for each of Lhe,character. ics.

Responses to the areas leaned chltklist and the ask matrix were

coded according to the ollowing plin; 0, never do this task; J, 1
4

do this task at le .s once a year; 2, I do this task at feast once a

Month; 3, I do this task at least once:a week; do this task daily,
.

Responses were cOdea,by this 145),edurei so Thatkzero would indicate that

the task was teve5' ...

,...., :-

Since 18 re4' hies were ohtainedfrom,the residential maids,
..

t
. __. . .

clusters were established judgmentally. T,,,s, ss.Were inspectld to
",,

,., ,. .. .

_,:-
. .

.

determine major job fulictions and theh the tasks were-judgmentally

;

.'assigned to clusters.

,
;t:



., ^1.'4,
.

. . .,
. .

Clusiei4'..mg.ah-scores and task mean scores were computed: Clusters:
.. .

...... - ....

were presented
:

pthe frequencY with which the job fun.aionsWery per
.

.....,

formed. Tasks within jollusters were,arrayed either on thecbasic,

of .mean scoresfrom those most ,frequently performed to those lENast

frequently performed, or by logicl order of performance

4.

..

I"

t

:St -
/..t." '6'
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, TASK CLUSTERS BY ,INDIVIDUAL OCCUPATIONS

Fn this section, one-way matrices for each occupation within the

Institutional end Household Service cluster are presented. Matrices

for the foflowing occupations are reported: executive, housekeeper,

custOian, homemaker/home health aide, hotel /motel housekeeping aide,

nursing home housekeeping aides hospital housekeeping side, and

residential maid.

For each occlpation, task clusters are presented vertically by
-.. r

overall mean frequency of performance. TaskS'within cluSters are

arrayed'by mean.frequency from those per4ormed most often to those

,performe'd least often, The hierarchical ordering of tasks within

cluste'rs was net followed if tasks within a job function represented

7

sequentially -and the. cldster

array.

marked to 4pdicate'the basis for task

For the occupations of .executive housekeeper, custodian, hospital

_housekeeping aide, and the residential maid which'are reported on a five

point scale, the frequency of task performance

lowing symboliLIA, the task has a mean score

11W
suggeSts the task is performed'at least several times a Week; 132 the

4

-talW1las a mean, score of 2.00 to 2:99 which suggests the task is per

a mon C, the task hasa-mea n score, of 1.00 to

is indicated by the fol-

of 3.00 to ,4.68 which

formed several times

1.99 which indicates the task is

%

the task has a mean score of .01
.,.

performed less than once a'year;

which, suggests that the 'task is never

.

performed several times a year; D,

to .99 which suggests the task is

the task has a -mean

done..

score of

s ;

.
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For the'occiipations of homemaker/home health aide, hotel /motel

housekeeping aide, and nursing home housekeeping aide which are reported

,on a three point scale, the scale was divided so that the numerical

divisions are essentially equivalent to the above divisions` based on
.

frequency of performance. The frequenCy of task performance is indi-

cated as follows:,. A, the task has a mean,score of 2.30. to 3.00 wnich

. -
suggests that the task is perforMed several times a week; B, the task

a

has a mean score of 1.90 to 2.29 which suggests that the task is per-

formed.several times a month; C, the task has a mean score of 1.50 to

1.89 which suggests that4the task is performed several times a year;

D, the task has a mean score of 1..01 to.1.49' which st4gestS that the

task,is performed less" once a year; -, the task has a mean score
. . _ .

..-

of 1.00 which indicates ithat the-task is never done.

Inspection-of- the tas, c usters o e executive housekeepers

reveals that clustersousekeeping procedures (meanScore: 3.09pand

Planning' prodedures (mean score: 3.01) were most frequently performed.

Clusters safety and sanitation (mean score:;2.78) and training (mean

score: 2.65), were also often performed. The cluster least performed

was linen procedures (mean score:

In examining clusters of the supervising housekeeperthe cluster

Planning procedures (mean.score: 3.12) was most often pellormed.

Housekeeping procedures (mean score: 3.04) was second in frequency.

The cluAter least often performed' was linen procedures (mean score:

1.33). a_
;

.

Examinationcif the housekeeping director clusters revealed that

housekeeping procedures'(mean score: 2.63) was the' most often performed.

Safety and fani.eation (meah score: 2.61) was also performed often!

The leapt performed' cluster was linen procedures(mean Score.: .63).



.c

Inspection of the task clusters of the homemaker/home health aidg,

reveals that t clusters, maintenance, of kitchen and food production,

were most frequently done (mean'scoreS: 2.21). Two other Clusters,

provisions for csafety (mean score 2.18) and care of ill and disabled

adults (mean score: 2.15), were also often done. On the other hand,

tasks related to inspection of physical facilities (mean score: 1.34)

were least often performed.

Examination of
1

the task clusters of the hotel /motel housekeeping

aide shows that the clUster labeled xeplacement of linens (111-4kn score:

2.71) was most frequently performed* Another task cluster, inspection

Of physicial facilities-(mean score: 2-..64), was also often done. Three

clusters represented tasks which were seld'r, if ever, prformed: care

ill and disabled adults (mean frequency\score: 1.09), food pxoduc-

tion. (1.07), and child.care (1.02).

d .

N 'In examining task clusters of the nursing home housekeepidg aide,

the ester 4beled performance of general cleaning tasks (2.31) was

most.frequently done. However, tasks related to maintenance of kitchen

0.
(1.1.* and:dhil4 care (1.12) were seldom p rfbrmed

.Examination of the one way matrix of jtask clust xs of the

hospital housekeeping aide shows that the 'Cluster management of equip-
,

ment and supplies (3.41) was most frequently performed. . Tasks related

to laundry procedures (.34) were feast often performed.
,

;.: .

. _ i,
t

Inspection of the one way matrix of task clasterS of fheresidential
.. , .

. ,

maid show that the cluster management of;,,equipment and supplies (mean.
,-.:.

...,

frequency Score: 3.44) was most frequently toerformed. On,the othe

ifi
..-

iit:handfkthe cluster labeled duties ()tits' house.(.90)- was least

:t-

-I
1 '- --
, ,

.-7,;,:.

frequently performed. ';

A
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TASKS PERFORMED BY EXECUTIVE HOUSEKEEPERS ARRANGED IN CLUZITS:

Task Clusters

(.xrrangd in do-wending order
of mean frequendy scores)

Performance' Rate of TA51.0

. - .0

A.' Housekeeping Procedures

Makes memorandum of work and
to be done
Recommends needed
repairs
Inspects and reports damages
items

Keep supplies' in storeroom or
oxganied and accessible
Maintains adequate stocks of
and equipment
DistribUtes sup

improvement

repairS

and missing

ctoiset

supplies

ies and equipment

B. Planning Procedures'
s_a

-ffelipsTo 66-Ordinate housekeeping
activities with the total operation of
the institution

Assigns areas of work for each employee
Plans work schedules for employees
Schedules working hours for all,house-
.keeping dthployfes'
Sets up prOcedUrs and Standards for
' jobs to be done
Revise housekeeping procedures to
improve efficiency

C. SafetYland Sanitainn

Inspects public spaces for.cleanliness
and ordO
Examineskreports of improper cleaning
and visual' inspects area in question
Works with rnistraion in meeting
"standards/requirements regarding safety-
'sanitation
Explain safety program-to eleAoyees'
Interprets,sanitation code used in the-area
,Conduct ongoing program in pestcontrol

0

lAn A indicates a task which is-performed several tithes a week; B"
a task which is performed S'everalitimes a month; C a task which is per-
formed several times a year; and Da :(ask which i1 performed less than
once a year.

O

A

A

A

B

A
A
A

A

B,

A

A.

B
B
B
B

I
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_FxecutiVe Housekeeper Tasks

O

4Tosk Clio,to$s

(,uranged in desd'i.nding order
of meanfrequenoy scores)

' Performinco Hato of T.t,-.1<5

t),

D. Pe'rsortnef Management--)
o

Sees that employees Are dressed 'neatly
and attractively in clean-well fitted
uniforms '.

L-Investigates complaints made by staff
Assists in resolving complaints&regarding
housekeeping services or equipment
Maintains records 'Of the housekeeping
'department °

..Assists"in resolving guest Complaints
about rooms or service

Explains new policies or programs to
supervisors&and/Or employeet
fines clear lines of authori
orkers

Provides specialinstructions 10 meet
change of,policies or emergencies

sets up payroll for, employees
supervised ,

C rqspondt with Rersons,in similar
positions and attends seminars-
meetings to maintainand improVe
technicaland managerial abilities

.PrepAres budget for housekeeAng
expehses.

E.. Training
1 &..,

.

.
, .

. .

.

.
.

Explains and demonstikt6 housekeeping:
tasks to emPlOYees ind6iduaily

Ilistructs employ=ees On joliin new procedures
andthe use of new equipment

,
..Reporting to Manager:.

. . .
.

Forwards supplies 'and' Material
requisi/ions to managez3 or purcha.O.ng

agent . .

Make regular reports tp thkfianageMent.on
progress, of the depa'rtnient '-

Maintains and submits wori,reports to-

'''''manager
A "

P.

i

O.

)

r,

A
A

A

A

-B

B

B.

C

C

B

B

B
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A

OP

Executive Housekeeper Tasks

Task Cluster5

(arranged in descending order -
of mean frequency scores)

Performance Rate of Tasks

G. Housekeeping Standards

Sets standardS for job performance (on
the basis of.jo)D analysiS) AInvestigates and evaluates new house-.
kqeping methods, supplies and equipment Bi

Recommends relocation and use of equipment
and pace to improve efficiency
Inventoties housekeeping 'stipiplies
and equipment

Conducts study of equipment use and space
,allocation to improve operating
efficiency

R. RecruitMen
1 -

c

Assign new employees to work with
experienced workers in learning

- housekeeping tasks
Interviews prgspeetiy.e employee's
Hires'and discharges employees
Recruits proSpective employees

I. Furnishingsand Decorating

.Purchases or assists in purchasing
supPliesrand equipment',

Suggests furnishings and refurnishings-
Suggests cost of replacing-missing or
damaged articles

.0
Confers with manager on coloring and
arrangement ._for decorations and
remodeling

-Selects paints, fabrics,:furniture

J. Linen Procedures

Interpets linen mehdiO' procedures
Checks laundry bills for correct charges, -C
Orders linen from the 'warehouse C

' X. Miscellaneous (non-clustered) Tasks

Gives directops to guests
Maintains lost and found fide

sib

B

I I

s,
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A

TASKS PERFORMED BY SUPERVISING HOUS8KEEPhRS ARRANGED IN CWSTLPS,
A

Task Clusters

(arranged in descvsnding pcdor
of mean frequency, scores)

.

Performance Rate .of Tasksa

A. Housekeeping Procedure**

.

Makes memorandum of work and repairs
to be done A

Recommends needed improvements,and
repairs .

Inspects and reports damages and missing
items

Keep supplies in storeroom.or closet '
organized and accessible'
Maintains ade4uat6 stocks of supplies.
and equipment .

iDistributes supplies and equipment

R _ElanEiA9 Procedures

A

B.

A

Inspects work!of persons under supervision A
Helps to coordinate housekeeping activities
with the total operation of the institution A:

Assigns areas of work of each, employee A
Plans work.schedules for emplOyees
schedules working hours for all-house-
.-keePing employees B.

Sets up procedures and standards for jobs
to be done
Rhousekeeping'pvise procedures
effiCiency w 4

C. Safety and Sanitatidn

Inspects public spaces for cleanliness
and order A

Examines reports of imp roper;cleaning
yand 'Visually inspects area in question A
WOrkS and administration meeting
standardsAequirements..regarding safety-
sanitatian,

.

Explain safety program to employees
Inteiprets sanitation code used in the area.
ConductIongoing program-ein pest control' .

to improve
B .

B

I

A Ag.

B
B
C

aAn Ajndicates a'task which is performedt;several times a. week; B
-

a task which is performed several tim month;-
i

C a task which is per-
formed.sveral times 4 Yearr and D a t sk is ,performed less 'than
once a yeR.r.
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Supeulsing Hausekeeper Tasks

ito

Task Clusters

\4-

(arranged-in descending Order
of mean, frequencyscores)

Performance Rate ofTasksr

D.

E.

Personnel:Management
, )

Sees that employees are dressed neatly
and attractively in clean-well fitted
xrdformsk
Investigates complaints-made by staff
and workers
Assis'ts imrlsolving'comp).aints regarding
housekeeping serYices or equipment . .

Maintains records of-the housekeeping).
department,

Assists in resolving guest. complaints
about roonis or service
Explains newpolicies or P ograms
to supervisors .and/orlemployees

A

A

A

C

A

B

A

B
C

C

D

e Ines c ear ines o
oy

or
workers
Provides special instructions to meet
change of policies or emergencies
Sets up payroll for employeei. supervised
Corresponds with persons in similar
ppsitions and attends seminars-Meetings
topaintain and improve technical and
.managerial abilities
Prepares budget for-housekeeping
expenses

Training

'Explains and demonstrates llousekeeping
; -

tasks to employees individually' -

Instructsemployees on.joblin new
_procedures anduse. of new/ equipment

Reporting to Manager

Forwards suppliesiand mat rial'
,r

requisitions to manager
purchasing agent
Make regular reports to /the ma4gez7 ent on
progress of the deparm
Maintaips and submits-wo k rePorfS.tO
manager

r

ng

a -

I

B

B

B

B



33

SupervisiAg Housekeeper fragc.
.-

TaSk Clusters

(arranged in descending order
of mean frequency scores)

G. 1,1ousekeep i ng Stbandards

Performance Pate of Tasks

sets standards for job performance (on the
basis pf. job analysis)

Investigates and evaluates new housekeeping
methods,supples and equipment

Recommends relocation and use of eerePment

and spaceto improve efficiency 1
Inventories housekeeping supplies and
equipment
Conducts study of equipment,use and space,
allocation to improve operating efficiency

H. Recruitment and Placement

1,k

As,sign new employees to work with
experienced workers in learning
hoUsekeeping tasks
Interviews prospectiv4 chi loyees
Ili)res and dischargesempl ees
ReTruits prospective employees

I. Furnishing and; Decorating A.

Purchases or assists in puxhasing
supplies and'equipment
Suggests furnishings and refurnishings
Suggests cost of replacing,missing or
damaged articles

Confers with manager on coloringand
arrangement for decorations and .10#,.

remodeling
Selects paints, fabrics, furniture

J. Linen Procedures
4

-interprets linen mending procedures
Checker bills for correct charges
Orders linen from the warehouse

4117,

Miscellaneous '(non- clustered) Tasks

Gives directions to guests
Maintains 18st and found file I,

O

B

(

C.
1p C

B.
C

C

C
C

C

c
C

A

77

4*

OA?'
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TASKS PERFORWD BY HOUSEKEEPING DIRECTORS ARRANGED IN CLUSTERS
_

Task Clusters

arranged in descending order
of mean frequencYscores)

Performance Rate of Tasks'

A. Housekeeping Procedures

'Makes metorandumsof work and repairs-
to be done
Recommends needed improvement

''''r4.airs ,

'%,,

Inspects and reports dakages and missing
items ',

Keep supplies 'in storeroom or closet
organied and accessible

',Maintain adequate stocks,of supplies.
gnd eql*pMent, .

,

D.istribes supplies and equipment'

B.

and

Planning procedures

A

B

B'

B
B

Inspects work of persons under supervision A
gelps to coordinate housekeeping activities
with the total operation of the institution. A

..,v,

Assigns area4ofWork for each employee-
Plans work schedules for employees \. 'C'''

ScheduleS working, holS for all housekeepin
emPloyees , 0

,,,A - --,.,.-,;

Sets up procedures and standard4NfOrjobs,
tocote, done

Revise housekeeping procedures
. .

efficiency

i;....1.".. r.,,,

..
....

.... - \- C

C. Safety and Sanitation

h

InspeCts,public spaces fqr cleanliness
and 'order

Examines .reportssof improper cleaning
and Visually' inspedfs area inquestion

Works with administrationiin meeting
standards /requirements regarding
afety-'Sarkitatiori.

Explain safety program.to employees
Interprets sanitation code used in the area

) e".rinduct ongoing program in pest control

to improve
C

B

A

B.

C
B

2

-,

NNII A indicates a task which 'is performed _several times a week; B-
a task which is performed several times,a month; C.a task which is per-
fOrmea seve-,:al times a year; and E0.-a task which'is performd'dless than

. 1
once a year.

9 .2
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Task Clusters

I

(arranged in descending order
of, mean frequency scores)

Petformance

a

c

D. Personnel Management_
1-

Sees that employees are dresSed neatly
and attractively in clean -welt fitted
unifo'ims.

Investigates complaints made by staff
and workers N,

Assists in resolving complaints regarding
housekeeping services or equipment

Maintains records of,- e housekeeping
department4

Assists in resolvingm tpamplaints
7 about rooms or service

e,

Explains new policies or programs
_____Ao supervisors and/br%employees

Defines clear lines of authoity for
workers

Provides - special instructions to meet
change of policies or emergencies

Sets up payroll for employeeS supervised
1. Corresponds with pliksops in similar,positio

and 'attends seminars-meetings to maintain''
and improve technical and managerial

t` abilities
,.."',1\-:i;6pares budgit for housekeeping

-

qxpenses

..`

1 S.

3t t;. pining,.
.

. %,,,\ :;\\-,. \ \\
,

0tI'llainSwpd,d'emon trates'houseleeping
N:..'kAtksto'\employees individuarry. ,',

1.:XAs'iPidi eiproliees: Jon job in new POCedures
,. ., -_\

. bei kusepio-eicequipment\- .
I- , -,

, - *. . . .

.

,' 0:

-::

-,..,

2Vilanager,
'. $;. "r --?.-----,-.1.

:CYT-i.,"N ,, .....-4" .:4S .."

li.. \.. ,..
'upp,.15i 'and materialFotv

. ,

git- '''clAion\ suanager or. purchasing: .-----
rtre

. ..s.

age "'-,:
.4.:.: ",

. ,-,

-...

Make401474:Ar',r ..s tote management -..--

on ,ft .6soif*:departiii.ent. \

Maint4 xiAubs work reports to manager
:. ) 4 ,\ 1,,,,e \\:> ,.. 4

. , N........
.

. , _ v.t.,,,,

...4,;;Q,

:6 1.V V. ..! ,4*. ,

. .i: -'-''-i'fli;..-'.0' ii '-'143.

.,

B

A

B

C

A

B

,C

B
-

:D

D

C

C

4
s'-:;"".

Y.
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Housekeeping Director

Task Clusters Performance Rate of-T4sk,,

(arranged in descending order
of mean brequency scores) .

G. Housekeeping Standards

Sets standards for job-performance- (on the
, basis of job analysis)
Investigates and evaluates,npw hou eeping

. methods, supplies and equipment 1111105
:;Recommends roc-location and use of equipment

and space to improve effic -iency C
Inventories housekeeping supplies an`
equipment Ak_ . B
Conducts stu of equipment.use.;and ce
allocation to mprove operating f ency B

C.

H. Recruitment and Placement'

ASsign new employees to work with experienced
workers' in learning housekeeping tasks
Interviews prospective employees C t

Hires and discharges employees
Recruits piosPective employeeS

'I. Furnishing and Decorating

11

Purchasesor assists iniparchasing
supplies:and equipment 4tAlk

, B
Suggests furnishings and refurnishirigs C
Suggests cost of replacing missing or

, edamaged articles . B
Confers with manager-on.coloring and
arrangement for decorations and remodeling B
SelectApaints, fabrics, furniture C

J. )Linen Procedures ':'
r

.
, .

Interprets linenmending procedures' '-D'
-..'''Checks laundry 'bibs for correct Charges

Orders linen from the warehouse -"-D

K., Miscellaneous (non-clustered) Tasks.t
Gibes directions to guests. e B
Maintains lost and foundfilei

N./



;11

1%,

jkl'g

, r; t f
TASKS PFRROAMED"BY 'CUSTODIANS ARRANGED IN-CLUSTERS

37.

Task dlusters Perfbrmilrice Rate of*a,,ks4-
;

' (arranged in desceridirig order
of moan froquency ScoresYt.

A. Light Clhaning and Dusting

Clean floors with dust mop A
ReMove,aceumulated trash from rooms-
Clean and sanitize bathroom a-tures:4'
such as sinks, toilets, and sh

Wash drinking fountains with dis ,
,Vtant

Scrub bathroom floors
Clean mirrors .

Move furniture as necessary
cleaning purposes

Dust .furniture =

Dust shelves
Wet-mop
Remove vomited.MtWfrom B4..00rs.
Spot clean waAlS
12emoveNvomited matter. fromTitireitare

*Clean stairways with wet mop,'
Remove spots ft6MLwoodwork
Remove-gum from desks; tables, ehairs
Dust radiators
Clean wood furniture
Insert fresh wastebasket liners in .

wastebaskets
Clean glass partitioxis
Dust.pictuie frameg
Clean metal -furniture
Wash windows from inside
1Nipe off vinyl covered upholstery .:
Damp wipe telephone
Clean(block tiles
Dust, light fixtures..
Dry-dust walls --:.

Water and car4fOrlharits as needed
Wash windows fro* outside

' Vaqium furniture 7.

Clean brick walls
Clean window screens
Vacuum clean dcaperis

A
A
A
A

A

B

B'

B.
BB

B
B

13--

B

B

B

C
C

C
C

. C

. C .

C 7

-C.

.C"

-C

;- C

D

'OOP

.0E1 aAn'A indicates a task whiCh 4s Performed several times a week; B
a task which is performed several times a month; C a-task whieh is per-
formed several times. a year; and D a task which 4s performed less than

7

once a year.

,o4
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Custodiant.

:Task Clusters

(liranged in descenditlq order
of mean frequency scores).

4

B. Storing and'Cleanin6---_ 1::

Perform cet Rate of Tasks

.:/

i.

.

Store equipment properly after use.
Refill paper towel dispensers
Clean equipment' properly after use
Receive complaints for repairs
needed in rooms
Inspect.rooms for damage
Report items missing.from rooms
Organize-Store roori$
Report clOining supply -needs
Repair manually operated equipipt
(ladderg brushes, wringers)

Makean iOentory of equipment on hand
Rearrangetelosetg--
Help arrange-and store kitchen supplies.
Report donOtiok,ofiequipment on hapd

vi Purchase cleaning.' supplies

-1.7:M.. Safety and Sanitation.

..Identify hazardous conditions

incorrecting.hazardout conditions
..Report accidents to prCper people

-Place caution -signs where needed -

--Use pesticides appropriately'
. .
'Report rodent and insect sightings
Keep fire extinguisher4 ikgood working
1t order

- : C
.
tnspedt play equipment (swings, slides,

----:
etc.) for safety C

A
A
B
B
B

e"

: *

k--

A
A
B

5..
C

Maintenance of the Physical Plant

Replace broken glass windows
SuperVIse night events
Do routine .painting
Set up out,Side bleachers,

. .,

.

r

.c
C
C

t

0.
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Custodians

Task Clusters

(arr':Inged ,i n descending order

of mean frequency scores)

Perfo ance Rate of Tx-k,,

E. Operation and Maintenan& of Equipment

Check boiler unit -

Make minor repairs on equipment
Perform minor plumbing repairs
PerfOrm minor repair on 'heating plant
or auxiliaries

Clean power equipment
- vacuums)
Oil and grease manual
Replace faulty faucet

_Oil and grease boiler
Operate incinerator.
perform iii&-eleEtrical wiring
Repair power equipment
Perform minor repairs on furnace
Clean exhaust fan filters
Clean unit-ventilatOrs'and-
filteis

(buffers,

valves and washers
equipment

scrubbers,

F' Hand Floor Care

SckUb florcifigy hand,
Buff .flopr'§'Tivith buffing equipment
Use floor machine to scrub floors
Operate wet pick -up vacuum to remove
large amounts of water from floors

Apply wax or-.,finish ie floors

Rug-and Carpet Care.

air conditioning-
-

Vacuum carpets-and-rugs
Remove spot's from rugs
Machine-shampoo carpets and rugs
Shampoo rugsor carpets by hand

V

-")
4

A
A
B

B

B
B
B
B

B

C
C
C

,B

C
C

C
C

D

0:

.40

0
0
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Custodi ans

Task Clusters `1

(vrangi.d in descpriding\ofder
of moan frequency scores)

{

H. putside Tasks

PorformAnceltate of TAsks

Remove snow and debris prom sidewalks
'Sweep sidewalks

Salt'and sand Sidewalks ; B
M B!ow lawns - .

. Maintain athletic fields v C
v Tr 1.111 -shrubbery C

,.....-....gp.f.leaves D
,Apply fertilizer to lawn D

e
I. Preparation fokgroup events

4,

%' wash
< /

--*10.1ash chalkboAras And clean erasers /11

ArrAnge furniture fon classes or /

convohtions .

Adji0 seats and chairs 1
A

Set up public address systems
Adjust public address systems
Raise or loWei'deSks,
Set up audio visual equipment

,---
Maintain audio visual equipment
Seup convention and sales displa-yS

--4 Post signs for advertising'
.;..: =', = Decorate rooms for 6cial gatherings

...!,,-

;
.9

a

.

0

a

-*

C
C
C,-

C
D
D
D
D
D
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Custodians

T,,k Clusters Performance Rale of
[

(arrango.d
of mean

in-descending order
frequency scores)

--

J. Item,-; Not Identified with Basic Clusters

Lock:entrance and outside doors
-Unlock entrance and:dificide doors
Close windows
RepLac,.g.b.3.1.rned out light bulbsor
froiW4ilt tubes
Regufte room temperature
Perform flag duties
Sweep.concrete:..fj:oors

Adjust, heat:-and 'tooling for, large
public areas (lobbies, gyms, etc.)

Check,clocks.throughout the building for
71correct time
Rd'et electric circuit breakeri
Wash and dry wastebaskets
'rest alarm.and-kmergency equipment (belle,
fire alarms, stand-by systems)

.Wash walls by hand
Store playpTound-and gym equipment
Launder dirty uniforms -

Collect Soiled linens from'social
_gatherings:(_table:cloths,hapkins)
/Repair roof of building
_Clean ceiiihgs
Clean venetian blinds

-Hang draperies after cleaning
Check elevatOrfOr proper workihg
conditions
Clean-elevators,
Check attendance at noon lunch hour
Read water meters
Read electrit:metei
Wash walls -wit-wail washing machine
Collectfees.a,T noon lunch hours

a*

c
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TASKS PUFORNED BY.MONEMAKER ROM EBALTN AIDES ARRANGED IN CLUSTERS,

Tisk Clusters

(Arranged in descending order
of mean frequency scores)

Performance Rate of Tasks.'

i. Care of appliamcos and,work areas

Clean tables andlinks in kitdben,
Clean range or oven
Vasa and/or defrost refrigerator

2. Care of tibLeware
b

Scrape And stack dishes
Wash dishes by hand

..,.

Wash water glasses
- prepare dishes for autooMeaddishmisher

Operats.and empty dishwasher
Store dishei-,

,

B. FoodProductionb
;

1. Menu planning-
-

Plan meals
Adapt family meals to meet basic daily
lmultritAsnal requirements. -

Adapt family meals to conform to diets
,reco mended he doctor

Plan use of leftovers
Select recipes.
Check menu for rest and attractiveness'
Take inventories f food supplies
Prepare Market o r
INIVAMPO food
Store food

N` S ; A
A
g

.11Ara A indicates'a

B indicates a task which':
. dates a task.,which is pe
task which is .performed
which is never don:.

bltis cluster.

A

A
A
C1)

A

B

A.

.15 B
A
B
B
B,
B
C
B

libich'ispeif-- iie-Wal..:Ailms_11.1Hki,'

r u e d m o v e r s . ] : times a ye a s ; D-indimites a

a year; and - indicates a task

4

in logical -order of performance.

&Psi

a
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Q

Task Clusters

(Arranged in descending order
of mean friquenoy scores)

2. Food preparation

Clean, pripare, and/or-000k various foods,.

Prepare between seal noirishaents

'food sarvioe

Set table
Proper, person for, On time

Serve meals
Deliver meal trays to, rooms.

Tell person being served interesting items

about. food served .

Remove soiled dishes, from roan A

. Provisions far4Safity'

Recognise'and report' indications of personal,

joilysisal, and mentilProbleme A

Zia.5ify besardousfconditions A

Report accidents to proper persons A

Assist in correcting hasardouconditiens
Give first' aid

A
A

C
A

»vow

a

ti

.4

4

g

O

41,
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- HOMEMAKER/HOME HEALTH AIDE TASKS

: Task Clusters

(Arranged in descending order
of moan frequency mores)

Perforianoo Rate of Tasks

D. Care of Ill and Disabled Adults

Rolle**. persons Of the phymica.1 responsibility of
their tasks as needed A

Remind person of physician's orders and help the
person carry out these orders A

Turn back-the bed for guest or disabled person
',Run errands for the disabled or ill
Assist with dressing of disabled or ill
Assist in oaring for the hair of disabled or

ill pervious b - B
Prepare trays for ill or disabled persons
Assist ill or disabled person clean drawers
Write letters 'far the disabled or
F disabled adlitek

. C
frOm room personal clothing of guests

and disabled persons
.

Assist adults with bath
Disinfect and ,sterilise equilmmontloi the

person C.
,Assist adults with care of dentures

E. Replacement of Linens

Make beds A
Removesoiled bed and bath linens
Replace supplies in bedrodm and bathroom
Provide guest with additional or extra guest

supplies

4.
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HONICkAKERACHE HSU= AIDE TASKS

Task Clusters

(Arranged in descending order
of mean frequency score')

0.

Performance Rate of Tasks
a

F. Laundry' Procedures a

vsol

0. Maintenance of Floors

Vacuum floors; rugs, and/or carpets
, Sort'? floors

Scrub bathroom floors
Wax or apply finish to floors
Ramp/a spots true rugs
Clean rugs or carpet by hand

1. Washing
. .

Sort and count linens sent to laundry -

Removemor,treat stains fram items to be
hindered

Pretreat heavily soiled items for laundry
Prepare mashing solution by selecting
appropriate detergents, bleaches, and other
products ,

Select appropriate ulster temperature for
laundry .

Do. light lau,47

2... Drying

Bank them an line' for drying
Dry c s by machine

1

Ironing and storage

Fold and sort clean 1pundry
Iron clothes by hand
Check linens returned from limmtry

B.

5

A
C

A
AA.
A
C,

C

'Ng

a
This cluster rearranged in logical order of Performance.

.14
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pcousa/now mini AIDE TAUS

' Task Clusters

Performance Rats of Tasks
'(Arranged in descending order

. 'of mean frequency scores)

H. Performanos of General Cleaning. Tasks

Dust woodwork, furniture,-picture frames, light
fixtures, and radiators A

Wash end dry bathroom fixtursa each as sinks,'
toilets, and showers 0- A

Clean mirrors D.

Clean Wolves 7 B
*eve spats from woodwork 1 B
!McGee products, techniques, practices and
/-equipment appropriate for the jot, at hand B
1 Wash windows C
/ Clean closets

,

.

C
Rsmimm(spots from' hrniture C
Week tile malls .,-. ?, C
Vapmmedrsperies D N

Prelims articles and,equipment ono4rt D
, !

I. Sanitation of Physical lkoilitieiv

Remove aocumilated,trath from roams
Air room
Air beddingolpsttresses, and'plIlows
Turn mattress 'A '

Disinfect beds

J. Child Care'

Treat mind'. inauries,ssdh as iciatehesfor
Children _

Assist With feeding ohildre4
Discipline children'Chen neoesaarP
Supervise' Play of children
Comfort hurt or 'pest child ,=7;-i

Supervise rest periods for children
Assist with bathing of children
Supervise and in/trust crOpen in:perf
Ogres

Assist children in preparation for nap ties,.

Assist dhildren'in-preparation for bed
Toll or red stories to Children
Prepare =baby formai

N.

I

A
.

C

C
C
C

C

C

C

C
C
D

.
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Task Clusters

(Arranged in deloending order
of mean frequency scores)

Performance Rate of ?site- '
'4

x. Inspection of Physical 'abilities
a-

Check lights and room equi)Pment for needed \

replacement end repair C

Check rooms for missing. items D 4 .

Inspect rooms for damage'
A D '. "

.. .

..- tiReportitems missing from rogue ,/
D, , . :,.

.

Check for items left by guests' D.

Make room reports . 'D

L. Miscellaneous (non4lustered) Teaks

\ Operate within availible family finances
Provide cappanOnship and compassion for adults
Identify time money, property,Apace and .

a ability available to do the job
Adjust beat and ventilation
/Waist with minding
Guide and, direct appropriate family members

in assuming various tasks .

st,

4
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TASKSPERFORMD BY HOTEL/MOT* HOUSEKEEPING AIDES ARRANGED IN CLUSTERS

a

4 Task Clusters

(Arranged in disoending older
of mean, frequency scores)

Perfermi4oRateof Tasks"
.

A. Replacement alining°

Replace supplies in bedroom and bathroom
Maks beds

, .

Remove soiled bed and bath;lnines
Provide guest with additional orsztra
guest supplies

B.' Inspetition of Physicalacilities

Check rooms for items left by guests
Check lighis ani'roceequipment for needed
. replaoement and repair
Report items missing from rooms
Check reoms,for missing items
Inspect rooki for daiige
Make root reports

7

-
.

; . aAn, A indicates a task which is lierformed 'several.
B inlicates a task which is performed s. ;tip 'it
caiai a task which is performed seam* s &lean
'task which is performed: less than. once a- year; and -
which is' never .fione.

-0

9

A
A
A

B

A .

A
A
A
A
A

,

tiies. a 'weak(
.

th; C: *di?
D tis-:& .;

sates a task

O
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HOTEL/MOTICL HCAISEKEIIPDIG/AIDE TASKS

'-'.-
Task Clusters ,/ . //-

4/2Pirfgaaibe Rate of5:
(Arrpnged in descending ixrder, - , /

Tasks
e ,;,of mean frequency scores) / / ;

V. /
C. Performance of General Clearlyteluks

/
: Clean mirrors . / .

Dust,woodworic, furniture; 'picture frames,
light fixtures ,, and,indiators

Wash ,and dry ba . fixtures, such as. sinks,
toilets and .. rs

Reims spots from woodiork . --

Wash the waif ,-
Prepare artiolis and equipment on cart
Remove spots .fron furniture
Wash wiialows,.

Clean,alosets .- ,,- ..

Cleanrsbelies- ,

, 9b:Cose products,- techniques; priotiOist-and
equipment appropriate for-the ,jOb at *-hand

.Viouum draperies -Y /

- A

A
A
A
B'
B

B

D
..,

D- ,Sanitation of PhYs,ioallaiSilities
,

Y,- ..,,
..-- ,,, ,

Ren cr;eaootited-trash frcnrooms A
Air rins v ;-' --- A
Turn matt.res,s----7 : .

B
Air bedding; ;mittressei and pillows C
Disinfeot-Xeds .

; '.. D
--7

It.- -Maintenance of floors

-. Vacuum floors rugs, and/or carpets A
,' Sorel"! bathroolit floors .

A
.Sorub floors other than bathroom floors C

Ranove apots from rule C
Clive rtigis or carpet by hand C
Wax or *plait:finish tit, floors., D

P. Provisionsi f .ety
--, - i.

.

4dentify isairdiina ocaditiens A ..

Report accidents to proPiWpsrson B
-.. Assist in correcting hasaiidous conditions C '

-Riiooptise and report irdioations of personal,
.

,physlial, and-mental problems C, ,

Give fiTst-aid

sg
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liceinfignin ADUSEKERING AIDI TASKS

Task Clusters

(Arranged'in descending order
of mean frequency scores)

Laundry Procedures

1. Watilking

Performance Rat* of Tad

fF'

;11'

Sort and cella linens sent to laUndry ;
Remove or treat stains from itean:to-bManadfiel

, Pretreat heavily soiled items for. isilyir/
Prepare washing siltation by selecting,,aPpropriate

detergents, 'bleaches, and other laundry
products,

Select sopropriite water temperature !Or
laundry

Do light laundry

2. Drying

Haig clothes on line for
Dry olothei by whine

3. Ironing gad storage

Fold and sort clean laundry..
.1m olothes.by hod
Check linens returned tram laundiy

H. Maintenance. of Kitchen -*Of

1. Care of tablewarea

B

DC

C

, ,* Scrape and stack.diehes D
.1. 'Wash dishes by hand . D

> . Wash linter glasses '- . A
-prepare dishes for autaritio dishwilher -
Operate igod empty dishwasher D

d.940itStore .,,s .

_

D

anis *butter rearrange,' in logical order of perferminoe.
.

f
' t
Sie

I

4

I

4.*
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2 Task Clusters

(Arranged in descending order
of mean frequency scores).

51

Ham/Nona, HOUSEMPING AIDE TASKS

PirfOrllat1041 Rate of Tasks

2. Care of appliances and k areas

Clean work tables and sinks in kitchen
Clean and/or defrost refrigerator /

Clean oven

I. Care of Ill and Disabled Adults

Remove frost room, personal clothing guests

or disabled persons
Relieve perwans of the Teysical re ibility
of their WWI as needed

Turn beck the bed for guest of person
Remind person of .playsician s and help the

peril= sorry out these orders
Run errands for the disabled or ill
Assist adults with bath
Feed disabled admits
Assist with dressing of disabled or ill
Write letters for, the disabled or ill

Disinfect and sterilise equipmeat for.the
ill persin

Assist adults with care of dentures
Assist ilVor disabled portion:clean drawers illAssist in oaring fer the hair of disabled er
Pieper treys for ill or disabled person

J. Child Care

Comfort hurt or upsit chilli

Supervise rest periods fer ohildrmn

Assistwith,feedipg children
Assist with bathing of children
Tell or read stories to ohildren

Supervise rest periods.for bhildren
. Assist children in preparation forbad
Supervise and instrnatahildren in performing
chores , (

Disciplineldwa necessary-
Assist children in preparation for naptime
Prepare teby formals ,'

Treatlainor injuriei each scratches for

children

D
D
40

C

D.

D

D

D
D

7
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HOIRL/MOTEL.SOUSIKESPING AIDE TASKS

TaskAnsters
,

(Arranged in- descending -order
of mein fioqualcy scores)

pet

-1

Performance Rate of Teaks

Toad Produntinna

1. Menu planning

Plan meals
.Adapt family seals to meet basic daily

nutritional requirements
Adapt family meals to conform to diets

recommended brdoctor.
Plan use of leftovers-1
Select recipes
Check menu for interest and attractiveness
Take inventories of food supplies
Prepare market order
Purchase food
Store food

2. Food preparation 4

,Clean, prepare and/or cook various foods
Prepare between meal nourishments

3. Toed service

to . _

Prepare person for veil an ties
Serve meals ,

Deliver meal trays to 4*odse
Tell- person being served interesting

,,Ae-g"-itelis about; feed served

!AMMO soiled dighes from rook

anis cluster

OP

D
D

D

4
-

0

;
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TASKS PERFORMED BY $USING. Hcililloussuipxki APES ARRANGED 1!4 CLUSTERS

Task Clusters

(Arranged in descending of
of mean frequency wares)

Pmehirmance Rate of Trask.*

A. Performance at General' Cleaning Tasks

Wash and dry bathroom fixtures such as
sinks, toilets, and showers . A 4'

Clean mirrors . , . A
Dust woodwork, furniture picture frames,

light fixtures, and radiator:: ARemovespots from furniture' A
Wash tile walls A
Remove spots from woodwork A
'Wash windows A
Clean closets B
Clean shelves ' ,-

,
'', B

PrspariLartiolea and equipment on° cart C
Vacuum : ries :C

',..Choose . , techniques, practices,
And *qui t,for job at Land, D

B. Sanitation of PhYsical Faoilities
,

../
Remove accumulated trash from rooms
Air room
DiSint.3e,bects
Turn mattress

Air bedding, mattresses, and pillows

- \

A
A
B
C
C

aAn'A indicate: a task which is peiformed eevetspl tin.f a link;
B indicates a task which is perforated' several time a month'; C indi-
cotes task-which is performed amoral' times a: year; D indicates a

, task which- is perforted lest than ono* a year; and - indkato* -a task
which is never ,dcat.

-"'

O
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NURSING ROME HOUSEKEEPIWAIDE TASKS ry

Task Clusters

CArTangod in descending order
of Mean frequency scores)

/

Performance Rate of Tasks;

Maintenance of Floors

Scrub bathroom floors
Scrub floors other than bathroom
Vidiem floors, rugs, and/or carpets
Wax or apply finish to floors
Remove spots from raga
Clean rugs or Carpet by hand

D. Provisions for Safety

Report accidents to proper person -

Identify hasardous conditions B
Recognise and report indicatiCas of persopal,
physical, and manta problems ,B

in correcting hazardous conditions
Give first aid

E. Replacement of Linens

Replace supplies in bedroom and bathroom 4
Remove soiled bedroom and bathroom linens
Make beds

Provide guest with additional or extra
guest supplies

111 Inspection of Physical Facilities

Report items missing from rooms
Check lights and room equipment for =admit-
ireplacement and oped.?

'",thepeot rooms for damage
'Check rooms for missing items
Make room reports
Check rooms for items left by guests.

A
B
B

D

e
. B

C
C'

C
D

Ya
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NURSING Hai HOUSEKEEPING AID TASKS

Task,dlusters

(Arranged in descending order
of an frequency scores)

Performanoe Rate of Tasks

G. Care of Ill and Disabled Adults

Remove from roam personal clothing of
guests or disabled persons B

Assist ill or-disabled person clean drawers C
Run errands for the disabled or ill

,

, C
Relieve persons of the physical responbtility

:,- of their tasks as needed \
1

C

!
Feed disabled adults ! C
Turn back the bed for guest or disabled person C
Disinfect and sterilise equipment for tilie. Ak

ill person
:_.. = 4°.11..

C
Assist with dressing of disabled 'or ill./ 4 .

Remind person of physician's orderi andlbelp
the person carry out these orders i D

.
Write letters for the disabled-yr ill ; D
Assist adtlts with bath i . D
Assist adults with care of ,, urea D

' Assist in carina tor the of disa
or ill pereons .0

Prepare trws fOr ill or pe D.

H. Laundry Preceduresa

1. Washing

Sort amd count linens sent tO
Remove -or treat stains frau i to be

laundered

' Pretreat heavily soileditems fo laundry
Prepare washing gelation by select

appropriate detergents, and
other laundry roducts D

Select appropriate water tepsrat for
laundry D

Do light laundry D

aThis cluster rearranged in.loiiOal 640 of performance.
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NURSING HOME HOUSEKEEPING AIDE TASKS

i 0

Task Clusters

(Arranged in descending order
of mean frequency scores)

Performahce Rate of.Taske

2. Drying

Hang clothes online for drying.
Dry clothes by machine: C

3. Ironing andetorage

Fold and sort laundry
I clothes by hand
C 'Ilinens.returned from laundry

D

I. Food Prod .tiona

1.. Menu

Plan meals
Adapt.fumgymeals to ,meet basic daily

nutritional requirements
Adept family meals=to.conform to diets
:recommended by doctor
Plin use of leftovers,
Select recipes

.

Check apnu for interest and attractiveness
Take inventories of food supplies
Prepare market:Order
Purchase food
Store food .

. Food preparation

Clean, prepare, and/or cook various foods
Prepare een meal nourishmentt

D

D

t D
D

D

D

37148 °luster, re arranged in logical order Of perOrmadoe.

ti

ca:

. .

,
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NURSING HOME

,(

USEKEEPING AIDS TASKS

Task Clusters

(Arranged indescending order
of man frequency scores)

Po forams Rate of Tasks

3. Food service

ti Set table

Prepare person for meal on'tine
Servo seals
Deliver meal trays to rooms
Tell person being served interesting

items about food" served

Rewire soiled dishes frma the room

J. Maintenance of Kitchen

. Care of tablewarea

Serape and stack dishes
Wash (liable. by hand
Wash water glasses
Prepare dishes for automatic dishwasher
Operate and empty dishwasher.
'Store dishes

2, Care of apelanoi, and work areas

1

D
B
D
C

D

C

D
D
D
D
D

Clean and/or defrost refrigerator D ft
Clean writable, and sinks in kitchen
Clean rangwor oven

.
D

;a1114.; ;cluster rearranged in logical order of perform:v*6

b



Task Clusters

(Arranged in descending order'
of mean frequency scores)

K. Child Care

Performance Rate of as

Comfort hurt or upset child
Treatminorinjuriessuch'asemiatches

for children
Assist with feeding ohildren
Supervise play of Children
Assist td.tfh bathing children
Superviie/and instruct children in
performing chores

Assist children in preparation for naptias
SUpervise rest periods for c
Discipline children when nice
Assist children in preparation for bed
Prepare baby formula
Tell or read stories to children

L. Miscellaneous (even- clustered) Tasks

Provide companionship and compassion
for adults ,

Adjust heat and ventilation
Identity time, money, property, space and

ability available to do the job
Amidst with mending -,
Guide and direct appropriate family members in

assuming various tasks
Operate within available family finances

I

D
D
D
D

D
D

D
D

C

'D,

D



60

TASKS PERFORMED BY HOSPITAL HOUSEKEEPINGtAIDES ARRANGED' IN CLUSTERS.

Task Clusters

4Arranged in descending order
or mean frequency scores)

:3 Performance Rate of Tasksa

A. Management of Equipment and- Supplies-r-'
---,,,

StOre equipment appropriate3,y after use, A
Prepare articles' and equipment on utility,cart for dayse use. A
Clean equipment after use , A
Recommend needed improvement and repairs-to

-:'' _.
..,,,proper person A

Report cleating snppl,f needs
':41,r.:::

A
Choose, products, techniques, irsotimigmand f-

equipment for job at 'hand , B

B. 1.nspectiOn of Patient Units.
. . .

Check lights and rime equipment.for
, .

replacement A.,.
Inspect rooms for damage ,,

B
Repdrt items missing frois rooms B

. Check room Or items left by patients I -; B

...C. Performance of Oeniral Cleaning Tasks.

li .4
-- 1. Care of furnishings .

ft
Move furniture as necessary for

cleaning purposes A
Dust 'woodwork, fUrnitur: p.tilture-,f'rames,

light - fixtures, and radiators
i A

Clean with aAssa; cloth furnittu* within
patiente" room such as radiator, 'dada sills A

Clean metal furniture . , A
Clean wood 'furniture A
Remove spots frail furniture A
Wipe off vinyl covered *holster, '' A

man A indicates a task Which' is 'performed several tines a week;
B indicates task which is performed several times a month; C indi-
cates a task which is perfaimiedreveral times' a year; D intiioates a-

_task which is performed liii-,than once a year; and - indicates a tank
which is never done.

"This cluster rearranged' in logical order of perfermenoe..

I
IC 4

A

;
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Task Clustars,

(Ar'r'anged .in descending orier

of wean frequency soorei)

a` s

manta, spOSMSIOUtt) JOAC' TASKS

6
6.

,

ierformanoe Rate of Tasks

2. Up-keep of bathrooms.

Whah and dry bathmeifixtures such as
sinks, toilets, and abowera A

Clean mirrors . A ..

Washtild wells

3. Maintenance of structural fisaturesa

Spot clean wally'
.Dryadust malls
Wish malls hy hand
Waih walls with wail mashing ieohinu
Rsmove spots from woodwork
Clean Shelves
Clean closets

A

"'A

D
D

"B,,

CClean

glass partitions .B.

loan
',

D. Sanitation of Patient Unitsa 4v*

.. ,

Clean with a damp cloth furniture used dirmot
by patient such is bed and telephond

Air,:ro=
1. *

.

A- ': .?

. Air bedding, mattrisses, and pillow,
l',,

a a

B

Disinfect beds
Tarn mattresses

IV
l'-:

Remove aocummnlated trash from rooms . _:A

a
!

Wash and dry lastebeskets°
.,

Insert fresh wastebasket liners in watebaskets ,

A
,

.1.

Periodically clean.uncoompisell unit
,.

'Report rodent and insect sightings R '
A ,

.

Uss pesticide appropriately
.:

E(1.

c 1

'...

.
., .

L 'Provisions for Safety':

;

-:Identify hasardcus conditions :-

,..t.

'Assist in oorrecting klasardonsa oonditions

A

Report. acoidsnts to

R.

proper. person
Plasm caution sive mbers,needed

.0 ,

, 7a " J'
Report unusual physical or mental problems ; _..

: of patient *,
. C. .

0 -.

riq

&This cluster rearranged iplogioll order ot,performanos.

,
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nix; HOusEKEZPDIG AIDE TASKS

3

Task Clusters

, Pariormance Rats of Tasks
(Arranged in desoendincorder

1
scoresof Amin frequency )

. Mainienanoe of floors

1. Manual procedures
V

a.

Sarah bathroom floors

Clean floors with a. dust mop
Wet..mop and rinse floors
Spot -sop floors

Sorub floors
Mop corridors
Clean stairwareyith wet mop
Clean rage or .oarpets by hand

2. ?Whiniest]. piociedures

%%mina floors rugs, andier carpets
Remo** spots from rugs
Buff floors with-buffing wahine
Wax or app4,finish to floors
Operate Vet pick -up vacuum, to remove large(
amounts of water from floors

Use scrabbini machine t6 sortb'floors
Machine shampoo rugs id carpet

O. Care of4IsolationUhite

Wear specialAlothing to prevent'infectious
organisms from entering.. or leaving -..

isolation unit

r

Clean and disinfect the isolation unit
.Handle and dispose of ocatasinated trash

from isolation unite
Handle isolation unit laundry

4

1

k

1.

A
A
A
B
B
C

C
C 5c

D
D-

D

C.

'D

N

ai

Y/
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HOSPITAL BOUSEKEEPI*) AIDE TASKS

Task Clusters

(Arranged in desoendiig order-
of mean frequency soores)

Performanoe Rate Of Tasks

. .
,

R. Linen Replacement and Dispoise

Remove soiledbed and bath,linens e P
,

Disposeof dirty linens in empmpiats plaoe C
Make beds

.
/

(:1, C
Replace bath linens ,. . -; D
Provide patiente mith, edditicnal disposable
pa supplies - (r D

I. Care of Window'Treateents

Rang draperies after cleaning
Clean Venetian blinds`
VloemsOraperies

J. Laundry ProCedireS

Remove or treat stains tram items to be
laundered

Sort and count linens sentto laundry .

Check linens returned from laundry
Store glean linens in appropriate place.

K. Miscellaneous (non - clustered) Tasks

D
D'

Water and care for. flowers as needed B.
Wash windows frost the inside ,

B B.

'Clean laundry storage areas C
Clean assigned areas within kitchen C .

Adjust heat
,

D
Remove soiled dishes from room D.
.Clean designated'arees of pantry -, D
Deliver meal trayrto rooms D

a This (glister rearranged in logical order of per,forsanoe.
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TASKS PER70*,:iit RESIDENTIAL MAIDS ARRANGED IN CLUSTERS

Task Glisters

(Arranged- in desdending order
of .mein frequency scores)

A. itusagement :Of EquiPmeni t.-lid Suppliesb
,

Select taohniqiei or Practices for 'job
at hand

Locate cleaning solutions and equipment far nee :
at each

Choose squint for job at hand
Choose produotti for job at hand, such as

Windex; Pledge, etc.
Use cleaning_ equipment such as vacua a, -

electric broom, etc.
Use special :cleaning .solitions where desirable,

. or 'aa requested (such as vinegar-mater
soli& mirrors) . .

Clean. eq rti Use. (such as- mops,-

Performance Rats of Tasks-

A

A,
A,

A

A

A.a 'Cleaner Or Alectric,_broom . A
in **Anvil cleaner eleotiic

,reqiiiplailt:appropritttelY aftor,ltse

a610tion after use ':,
s

N

A
A
A
A

. .
aAn A indicates a task which is perforated several times .i" week;

B indicates°Otaak which is performed several times a month; C indi- .

oats. 'a task which is performed several .times 'a riarkoD indicates "-a
tesk-whiobii periproted leas than once a year; and ie- indicates a task
which' is neve*, dohs. .

This cluster rearranged in logical order of performance.



Task Clusters

fi
Performance Rate,of Tasks

-

(Arranged in -deaoonding order.
of mean frequency scores)

Job Requirements in Each Rome

Look for task list at tech home
Work around pets
Talk to employer or fellow emoldee toluaril
recommended cleaning procedures

Talk to homeowner to learn recommended
cleaning procedures ONO- .

Establish favorable working climate with
Children who are Present in the home

Keep records ofhe_amount of time spent at
seal household

o

Performance of General Cleaning Teaks

.Wasivani dry bathroom' fixtures such as
brass supper' gold, and chrome

Clean glass or plastic shower door
Clean shower curtain
Remove mold from bathroom and shower areas
Wash tile walls

es
44ean.filters'ip vents in ki.tchin'and/dr
i.bethroom

a
This cluiter rearraived in4ogioal order of pe;fermanci.

. .f
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- RESIDENTIAL MAID TASKS

Task Clusters

Performanoe Rats of Tasks .

(Arranged in descending order
of mean frequency scores)

2. Care of furnishingsa .

Yt 'e

Move furniture as necessary for cleaning_
purposes 0 ' '

.e.
A

Dust-Woothrork,, itrnitures. picture frames,
and light `fixtures

. A
..Clean metal furniture,. A

Clean wood furniture 1 A
Wax wood furniture A
Remove spots .from upholstered furniture C
Wipe,off vinyl oovered upholstery ' A
Shampoo upholstered furniture ; C
Reshape .threw pillows .' A
Turn seat 'cushions on daSenporteor chairs B .

Nit oolliationtand return'to_preper plias A
Clean itacial,metal inarfaoes;sich:'ss
bras's; copper, gold, andchkome": -Ai

Clean tailors A

Maintenanae of structurai-featuresa
. :

Spot a.1111 walls : ,.:\
, B

" A
Dry -dust walla B
Wash walla by hand .. .'

, C
Ramon spots from woodwork A
Clean Varnished woodwork , . B
Wash and dry painted Woodwork B
Clean shelves B

. .Clein closets. - . B
Bestirs -order in!olosets . - C
.Claan fireplac arth B
Clean glass partitions
-Clean windowa.from ins _

fa

A
B.

Dry.duart aliline B , .

Wash Ceilings C
Clean ceiling light fixtures C
Check liihts for replacement

. 0-
Repla4. light bulbs if necessary
..4. .

-. -is

..This fa:astir, rearranged in logical order of performance.
1.0-,!,.:

; , - z

-
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.RESIDENTIAL MAID TASKS

Task Clusters
',ottoman°. Rate of Tasks

(Arranged in descending order
of loan 'frequency scores)

1...
F. Malitenance. of Kitchen a

1. Care of appliances

Clean. exterior of range A
Clean burner drip pans on Orange : B
Clean oveh: B
Clean and/Or defrost refrigerator .. C
Clean interior of refrigerator B
Clean small kitchen appliances such as

.nixers, blenders B

4

2. NOilieninoe of work areas
p-,-

., Cleah'..pOrcelairf enamel sinks /17-`-
';CleanAstainless steel oinks A
-clish inail:tkitchen articles such as

cariistore spice racks, etc-: - k.
.'- Wash anddr; exteriors of kitchen oupboarde B

Clean cupboard interiors B
RePlaCO ,shelf paper in cupbositts ,

,.
B

Uite..ilicOvie:---sprey on drawer runners , C



t

RESIPPTIA 1,4111D TASKS

Task Cluiters :

Performance Rate of Tasks

(Arranged in descending order
of mean frequency scores) .

1.5o

iQ

0. Provisions for Safety

Report hazardous conditions such as
frayed electrical cords -. - B

Recommend needed improvements Ind repairs to ;17-

proper person L B

Assist in correcting hazardous °auditions d c.

'

H. Sanitation of Physical Facilities

Risme accumulated trash from rooms
Wash amilrywastebeskets
Insert fresh wastebasket linersin
wastebaskets

Air room

rz

0

Air bedding, mattresses, and pinery
Turn mattress .

Report rodent and insect sightinda
Use piegaides appropriately f

Care of Window TreStmental-

Vacuum draperies
Have draperies cleaned by a °beet
dry cleaner

Hang draperies after cleaning
Dust Venetian blinds
Wash Venetian blinds

J. -Care of Floral Arrangements and. klants

Water and care for plants t = B

,Clian artificial flowers
_Wash or. dust leaves of plants -.c
Rearrange clean artificial, florin in container

jp.

This oluster-rearrangedqn'iogical orderiO *mance

4

A
A

etrb
o',411,
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Task Clusters

(Arranged in descending order
of mean frequency scores)

4\.:DENTIAL MAID TASKS

K. Laundry -Procedures a

1. Washing

Sort laundry before washing
Sort and omu2t linens sent to laundry
Remove or treat stains from items to be

laundered
Select appropriate water temperature
for laundry

Do .laundry using washer

2. Drying

-Hang clothes on, line for drying
Select appropriate temptraturs for dryer
Dry clothes using olotha dryer C

Ironing and storage-.

Told and sort clean-clothing and household
articles B.

Iran clothes- ' C
--Store clean linens in appropriate pine.

--L. Duties Outside the tows

Sweep walk on steps - outside house entrances
Wish 'indenm trot the outside' /
Water outside flowers
..Remove screens or .storm windows
':'InntaLl screens or atom windows

ititacti.1ansoais (non-e/ustared) Tasks

lean; laundry storage areas

B.
C
D
D

This :Cluster rearranged in logical order of performance

oe"t' o^
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AREAS CLEANED BY HOSPITAL BOUSWEEPIM3 AIDES

Areas Cleaned

(Arranged in descending order.
of mean frequency scores)

Performance Rate of Tasks*

Patient rooms A
Public bathrooms' A
Utility closet containing cleaning equipment A
Lounges A
Dismissal unit
Offices
Lobby
Labor room
Isolation unit
Corridors
Nurseiy
Delivery room
Emergency rani
X-Ra7 room
Kitchen
Lab
Elevators
Stairs
LOperating room
Chapel
Pantry

Yr

4

sAn A indiciates a task which is fierfOrmed several times- a week;

.13 indicates a -task which is i:erformed several times a month; 9 indi-

cates a task which 1.11. performed several -time; a yearvD indicates :1

task which _is. performed less than onae a year; and - indiaates a task
;?.which- is never don*.
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AREAS CLEARED BY RESIDENT14 MAIDS

Task Clusters

(Arranged in descending order
of semi frequency scores)

Performance Rate of Tasks*

Living room
Dining room
Bedroom
Bathroom
Family room
Home office or den
Stairway

.

Kitchen

Entry war
Laundry area
Utility room
Nursery
Basement
Closets
Patio
Breezeway
Screened-in porch
Garage

rt

-.10010.

A
A

/ A
A

A
A
A
A

, A
A
B
B
.B

C
C
C
C

2

s
An A indicates a task whichwis'performed Several times'a week;

B indicates a task which is performed **feral times a month; C indi.
cat's a task which is performed several tikes a year; D indicates a
task which is performed less than once a year; and . indicates a task
which is never done:

VAN

I
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V.

TASKS PERFORMED ACROSS INSTITUTIONAL AND HOUSEHOLD SERVICE OCCUPATTONS

In this section two-way matrices of task clusters are presented.

In the first matrix are the task clusters for the executive and super-
.

vising housekeeper. In thesecond matrix, the Six occupations reported

.kre: custodian, homemaker/home health aLde, hotel/motel housekeeping

dido, nuisinn home housekeeping ,;ide, hospital. housekeeping

residential maisl. In eacirmatrix the task clusters are presented

vertically while the occupations arc presented horizontally.
ti

Clusters are arranged by commonality of performance across the

occupations. Likewise, tasks are arrayed Andthin job functions by per-

formance across the total occupational group; that is, tasks Are arrayed

from those tasks performed commonly by several occupations to tasks

unique to individual,occupations. This ordering of tasks within job

functions was riot followed if tasks within a job function represented

some logical work progression. Tn this case, tasks were arranged

sequentially and the cluster marked to indicate the basis for array.

o

All cluster names and the items in the clusters in this matrix

,ar/,not identical to those presented in the individual occupational

matrices b'ecau'se all tasks were not asked respondents in each occupa-
1

4.w

tion. 'Therefore, tasks were judgmentally assigned to clusters which.

had been formulated by the cluster analysis procedure previougly

descr.ibed.
.

4-
,

Questionnaires for the executive housekeeper, custodian, hospital

housekeeping, aide, and residential maid were based on A one to five

poirit scale. However,` responses were coded,sb that a 'zero would indicate

task that was never done. Responses were coded according.to the

Mk04

c,
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1.

folloWing plan: :0, t:never do this task; 1, 1 do this lagk at 1(4,14,1

once a year; 2, I do this task at least oncc,a month; 3, 1 do this trek

at least once a week; 4, I do this task daily.

or the occupations of executive housekeeper, Custodian, hospital

housekeeping aide, and the_residential m d which are reported on a

five point scale, the frequency of task performance'is indicated by the °

following symbols:' A, the task has a mean score of 3.00 to 4.00 which

suggest's' the task is perAptmed at least several times a week;'13, the

t4sk has a mean score of 2.00 'Co 2.99 which suggests the't4sk is per-

formed several times a month; C, the task has a mean scorn of 1.00 to

1.99 which indicates the task is performed several times a year; 1), the

task has a mean score of .01 to .99 which suggests the task is performed

less than once a year; -, the task has a mean score of .00 which suggests
3

,thXhe task is never done.

For the occupations of homemaker/home health aide, hotel/motel

housekeeping aide; and nursing home housekeeping aide which are

reported on a'three point scale, the scale was divided so that the

numerical diVisions Aare essentially equivalent to the former

A

divisions based on frequency of performance. The frequency of task

performance is indicated as follows: A, the task has a mean score of

2.30'to 3.00 which: suggests that the task is performed several tir*s

a week"; 8,2-the task :has a mean score of 1.90 to'2.29 which suggests

,..
that the task is performed several times a month; C, the task has a t

3 .

mean. score of 1.50, to 1.89 which suggests that the task is performed

several times a.year; the,task has a mean score of 1.01 to 1.49

which suggests that the task is performed less thah'once a year; -,

the task has a mean score of 1:00 which indicates thlt the task is

never done.
cv4,4:
(-44

4.14

44.
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Examination of the first matrix reveals commonality of clusters
7

of tasks across the three executive'and supervising housekeping

occupations. All tasks within the clustersiwere performed in all

throe occupations. Housekeeping procedures and planning Rroedures

were both clusters most frequently performed in the execiltiVe'.hou*o-
4

keeping ,and supervising housekeeping occul htions. E*amiation.ofjeh.

third occupation, housekeeping directors,.reveals clusters; house-

keeping procedures and,safety and sanitation the most frequently

performed. The linen procedures cluster was the least perfor ed in
. .

all three occupations. There were no tasks that were not perf rmed

.by any occupation, however differences in frequencies did occur, as
1

4,4-
can be observed in the matrix. C 1

. /
Examination of the second matrix reveals cordOonatity anbunique-

.

'less of clusters of tasks when comparisons of tlig,six occupations are

# .

made. Tasks related to safety, general cleaning, sanitation, apd floor
.

.f .

care are performed frequently by all occupa n . Each occupation per-

'forms tasks in clusters concerning care of window treatments, management

a t.

of cleaning equippent and supplies, linen replacement and disposal,
.

,,
l' '

.

1

....

maintenance of kitchen, and'inspection of physical facilities; .however,

few tasks within clusters are commonly performed by:alj. occupations.

With the exception of the homemakeiAome health aide the cluster laundry*

procedures was infrequently performed by all occupations.

Seven clusters represent unique tasks performedly singlOooccupa-

tions: Three of these clusters, maintenance of outside facilities,'

operation and maintenance of power equipmerit; and preparation fel- group

events, are specific tasks of the custodian. Two clusteA areperformed

4.
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. 4 _

licquOd:y oh6'hy tho,homomaker/home twaltli aido; thcy aTo: food
- ' "r

..

.

careyroduction and are of il.lpld disabled adults. Cp,r0 s of isolation unit.,
.. .

is,uniquekto :the hospital housekeeping aide, 'I" while periormance of tasks
ft

4g ..
.

,

rela.ted to job requirements in each home is'unique to the residential.-
,A

.44.maid.

t
z

$

.

y1

Pi

t

Ik

-;-4

4 .

J wpb

r.

44%

'4.

1
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TASK:, PhRI.OUMhD IN INSTITUTIONAL AND HOUSEHOLD SERVICE OCCUPATIoNc.

'I'n-.k CInyteT,. Performance Rate of TAsk,,

occupation,,

A. Housekeeping Procedures

Makes memorandum of work and repairs to
k,be done .

A A B
, .

. :Recommends needed improvements and repairs A A A

'inspects'and reports damageS and'missing items

,items ,' A B B
. .

Keep supplies ins storeroom or ctoSet
. .

... .organized andatcessiblea . . A -A B
-

±

Maintains adequate stocks of supplies and,

.) -equipment' , 4. -:
-,

B B B

Distr4outessuppli! es and equipmenta B 'B B

) , /

v B. Planning Procedure. , -

Inspects work of persons under supervisiona A- A A..

.
,Helps to cootdinate housekeeping activities
with .0.ffe total' operation of the institutiona A-. A A

;"I ,,
Assigns 'areas of workfor. each employeea A A i'C

'Plans work schedules for employees . A B C 4

Schedules workInghour's-for all housekeeping
employeesa : .\.., 'A .B C

Sets up procedures and Staridrds for jobs

,.:e- :
. 'to bed4ne B B. C.

.1-=
4.,... iz..3 Revi4e hdusekeeping,procedures to improve

f'
,. efficiency

.

B B B
4

,7-=, IC. .$afety and Sanitation
.

, . ...

% , 1 Inspect.public spaoeS,fdr cleanliness
,

.

. and order . 4,

ExaMines reports of improper cleaning

,, .
'',andNisuaIly inspects area in qustion .

.

; 1 Works'with administration in meetingf;,0
standardsequaements'egaTdin§ safety-

:
.',sanitation,; '' A '., 0 .4
Explain safety program to employee'S
rnterpr,ets-samitation code used in. the area
C6nduct ongoing program in pe9t cunt roles

, e.. A \

,

A A . A .

A -B

B A A-

B . B
B.' 13 C
B B

.

. -. . . '° ..., .
.. ..'

.. Tasks added on,ratibnal judgments. . r- -)..4
-- '17 '

. I

. 1..
. ;It
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INSTITUTIONAL AND HOUSEHOLD SERVICE OCCUPATIONS

Task Clusters .

ri

Chi

performance Rate 'of Tasks

Occupations I.

0
e

0. ri 04 04 In> 0) 1f) 0) )-4
-r1 0

.X
0

)-4, 0
cu z pu,z"
X o z o 0
W U X

)
D. .Personnel Managehent

Sees that employees are dressed neatly and
attractively in clean-well fitted uniforms A A B

-Investigates complaints made by staff and .

workers ,,,.

. 1 A A
Assists in resolving complaints.regardihg.'41-

1,

*housekeeping services or equipment .:4N , A . - a
idlaintains records of the housekeeping . I :

. 7...'4 a . 9department B C -f :::C
.Assists lirresolving guest complain" about

rooms dr .service . A , A
.Explains new policies or,prOgrams to

t :ft

A

werdyisors and/or employees . -. . B. B . B _

::Def:knes clear-Tlines of authority for workers. B 'A C,
ProVides special instructions to meet '.
change of policies or r-ehergencies

4. B -.. B ' B.,..

Sets, up payroll for employeessuperviseda. .. C C C
. Corresponds wiib persons in similar- positiOn'S- . -

and attends se ars - meet figs to,maintaih
.....And improve to nfcal and mariagerial

,,,t,\

abilitiesa
-% C 'C..

.

\

Prepares- budget for housekeeping expensesa'
0..,.
.

. :..:- ,, - ,.
E. Training ,

- , -.,, t

.'.%

F.

,

- -g

.

Explains and demonsttate housekeeping ...

tasks to .employees individually
.,

Instructs employee's on job in new Procedillies
and the use Ofnew equipment'

,
.

'Reportidg.to Manager

Forwards supplies and-haterial 44guisitionS
.:00 manager oi'gurchasing agern-;

'*

.Wake Tggulaiireports to- 'management on, ,-.
... . . 7progress,of the department', -

, :Maintains andisubmitSiwbrk Teporfs'to ; .,.

manager ' :.
; ..:

B

'B

..A

'

tt

'.*:

B

B
,..

B

,-

C.

C

C

D

4

%

\

aTasks .added on rational judgfflents1,

r
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410

INSTITUTIOAL HOUSEHOLD-SERVICE OCCUPATIONS -
A ,!

41

Task. Clusters Performance Rate of Tasks

Occupafions

()%
fa al 3-4 L

0.)

> 0)
faa

,-40
4-)

0
0 u)0 0x0

'CO X

.-1

o)u)

"..-10)

)-4 0)
-14

u)
-O.

0
U) X

a (I)
s.4

4-)0 0
0 S-1
0,-4
X

GI- Houseketping Standards

Sets standards for, job performance (on -the
basis oflob analysis)

Invest gates and evaluates new house-
keepiWmethods, supplies and'equipment B B - B

Rcommen4s.relocation and use,of equipment
'and space.to' improve efficiency ,C '-1-1

Inventories housekeeping'sFplies and
equipments . C . r ii

Conducts study of equipment Use and 0,
space .'

Allocation to improve operating efficiency C B P.

.
, J

(,,-

,-

A B C'

Placement

Assign newNOprcikees to work mitnvexperienced-
workers .in.Nrninghousekeet5iii6--tasks

, Ai

Interviews prospective employees B
Hires and-discharges employees. B
Recruits prospective employees C-

n ;

I. Furnishin§ and Decorating
R

Purchases or assists in purchasing supplies
.

and.equipment
'Suggests .furnishings 'and refurnishings
Suggests cost of replacing missing or
damaged articles

. Confers withmanager.on coloring'and
arrangeientc.for decorations and remodeling C C B
Selects paints; fabrics, furniture C C C

p.

a

C -C
,./ C

C C

B
C C

aTask% added' on rational judgme ts.

.

ti

-1

:"]

4.4
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1-NSIKTUTIONAI. 'AND IIOUSE.IIOLD sei iC1.7.. OCCUPATI.MS.
..

.

.

Task Clusters
, e

t

Perfdriliario' RateAko.f Talks. ,*

/Ocoupatioris;
. ,

C ;1.1 ..1-4
4.4 0. ,

'-e Ger,; A (.1) 01
74 0) 0

X X 4-V
0 0 (..)

4 W (f)' -

X' 0 '
I LI) (J)

0
Q

Linen 'Procedures
. -

Interprets linen mending procedures ":_", C c D-
Checks laundry bills for correct "CIarges '' C .0 13.-

Orders linen from the wardb4Alse ',./ . '. , C C 4,, .b

K. Items Not identified with. Basic-
,:

Gives
. ".directionS to guests

%Maintains logt and found file'-

4

.3. s
,

.

o

1

1

t.

'<I
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TASKS PERFORMED IN ,INSTITUTIONAL- AN) HOUSEHOLD SERVICE- OCCUPITIONS

G

f

. d

Ttak ClUiters

1

A. Provisions' for Safety

Assist in correcting...hazardous
conditions '

Identify hazardous conditions
'Report accidents to proper person
Recognize and reportjindicatione of

personalt.physical, and mental
problems , , s.c,., :- A./

Give first aid .' ."-C

Place caution signs where needed . ,

Report hatardous canditions,such is
frayed' electrical cords ' , : .

Test alara and emergency equipmefit

-\ (bells; ,fire alarms, stand-bY syztem) B.

',Keep fire extinguishers in good
working order

_. -

C

.40
Performanoe Rate-of Tasks'

Ocoute.tions
Ws -1. .. ..-4

y 04 An) ca as

;t as

1.4 4-t_ '0 x 7-.5 'cl ,ri

:
.H
'V -.4... c 0 cr .

, .....<: ,k).-r 04. 76 T1, i.-:

0 4-) 4 a -..,1 .el 7:, .
4. 44 1-14 0 0. Ch 01 C t..01 ri "0

(I) RS 4-) .- w.- (r)._ in -,-( .
4) 0 u'i Z ur C r u) AP -050 Z.T. Z=:XX W 7

O

A B' C C ""B C',
A B A .

B B B' Br C

Inspect play equipment (swings, slides,
etc.) for safety

ilAn A iodinates task which is performed several` Times almaek;
. .

Brinddcates a tasicothiohAs'performedieveral
cafes a-tisk which is:PerfOrmed several times a. year;- lindiaatai a

.
Amek-Which is parptied loss'-.thin once a..year; -.iodinates tick

' !Adak% ii -newer done; and indioitas a task not asiad-thit'nocupation:
,

.
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INSTITUTIONAL AND HOTEHOLD SERVICE OCCUPATIONS

'Task Clusters
7erfotuanne Rate of Tasks

°Oft:nations

.tv

73.4 cd1) ri:(13 41") ,"-1

E<T.. 0H .d -i
7:3

Ol: g 11.)

Olt; C

O .4-) -1 .e4 '0
).4 (1) 01 (1) 01

ei.) ON ON Curti= zx %X XX.C47-:

Management of CleanintEquipment and Supplies

Prepare articles and equipment on utility
cart for day's use . D 41 C A

_Choose productse,techniquess. :

. : practicest; and eqiiplent for job
at hand ®

C D B
k

a. Choose tecbniques for job at 'hand
b.- Choose'equipment for job at band

........_o_._ Choose products forlob at hand' _.......- ----

rStoreequipmen . aftetS.Ppropriately
use A .

Clean equipment' after use A
.
' . Report cleaning suppay needs B

Recommend needed improvement and
` repairs to proper person .

' Use cleaning equipment such asevaouum
cleaner or electric broom t

' Store cleaning solutdob after use
Locate cleaning solutions and equip-
sent for use at each home

-Use special cleaning solutions where
.

-'desirable or as requested (finches.
vinegar-meter soldtion for mirrors)

cr..°
. Empty.yaftui cleaner or electric broom

Replace bags'in.vacuuticleaner or
eleotric broom ''

4a.eakpower eqUipment (buffers;
au :inhere. vacuums) ,- B

Repair manually, operated equipairnt

0 `(ladders, trfthes, wringers) B
Make an inventory ofcleaming equip-
went on hand C

.

.

.. ,A
. . . A
. . A

. A .

.

. .. .

-. -.

4 ,

.. °

.. .

. . . .

.
0

. . ., v-

.

A

." A

B

A
A

A

.

'Report condit#n of cleaning equipient 2. '

on hand C 4; N.... dp o
Purchase dleaninglinnolies' 'Cr . ,

.

° 0
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INSTITUTIONAL AND HOUSEHOLD SERVICE OCCUPATIONS-

Task Clusteri
Priorssnoe Rate of Tasks

Ood4ations

v -4
W I '0 W.H'0 4.43 "0 -i05

0,1 ...I

C
0):t 05

of..) rl H .0
o-4 'W 01 0) 0., Q .r.c0
W u) u) u) (I1 X XM ZM xx

0. Inspection ofjtysical Facilities

Adllist beat
a

a. Adjust heating and cooling for
large public areas

-Check lights and room equipment for
.replacement C B A .

a. Replace light bulbs if necessary, A C
b. Check ights for replacerent

A B A .0 D

Check r forlteis left by guests
or pati to 'i3.,, . D A D B '

Mike zoos ireporti , . D A c
Inspct rdoms for damage A . . B .

Report It: missing-fmme B B .

Look. alt p and outside tg::
.

A .

Unlock can canoe and outside &ors A '
Close wia olm , A . . . .
Check-ol ka throUgbout Wilding ,

for t time B .

Check. Mel supAy ,,
, B .

Retiet *leo al Circuit breakers
., B .

Check elevators for propr vorkingl
conditions - D , 4 .

Read electric meters D
Read water meteri' .-). . D .

0.

A. " 1.....



if

...
,

Sort and count linens sent to .

ie.. 4r.
1.---'

,1:4
, laundry .,

..

Sortclaundry before waihihg .

Launder diity uniforms
Remove or treat stains from items .

to beasindered °

Pritrait haawily soilladlteas.
fOr

vaahing solution bar '.
"al ing appropriate detergents,
bleao se and other laundry
pivdmots--,

Select appropriate writer temperer
'tlitri for laundry

a , 'bp light laundry
Do. 3.0flaryinsingliaeher

89 4.

ZNSTITUTIORAL AMID HOUSEHOLD SERVICE OCCUPATIONS_

Task Cluster*
Performance Rate of Tasks

- .

Occupations
0V N0) 0) (4 AO-.c ..,-1 4.)1:50 4 '0 . ri

c0 g "t' 4:-.),. I d 4 4 , ,
et. 2t et.

O
.N.,..c .-, 0.) ,. ,

0 .p a d "0
4-' )A -'4 0) .41) 01 0401 .,-+
IA (0 .N4 $4 ... u).. tiiH

e- 0) (s) U) 0 (r) .
(.) Z = 7.= = C47:.

H. Linen Replacement and Dieposal
. .,

Make beds '- .- k. 'A C. C A
Replan. bed and bath linens o . . . B 4 * D 'C

Reiove soiled bed and bath linens .. A A C.
-
D °.

,

a. Remove soiled bed lineni
b. Remove soiled bath linens

Provide guests or patients with

additional disposable patient' i f
ei- :

supplies . . _j'" -,-

a. Refill paper towel. .dispensers

place "4.

Collect soiloi'linen from social
gatherings (tahleoLothsOlaphina)'

.laundry Procedures a

4.. Washing

4 -S

C
C

it

eoil

.

a/bii cluster rearranged -logical order of performance.

,

4



e
: .

ke
r 

'
r

r-

:
N

,
.

6

O
.
'

;
,'

' 0
.

.

Se

t,
"

.#
14

' '
,

,
e.

tf

ej
 C

3
S.

a`
\.

'
,

9 
w

w
 *

/

O
P

td

la
 .C

3 
0

w
an

-
10

ca
bl

00 tl
t,

0
tf

0
A

,

C
u
s
t
o
d
i
a
n

H
m
I
c
r
.
/
k
m

H
e
a
l
t
h
 
A
i
d
e

H
o
t
e
l
/
M
o
t
e
l

H
s
k
g
.
 
A
i
d
e

I
N
h
i
r
s
i
n
g
 
H
m
.

H
s
k
g
.
.
 
A
i
d
e

H
o
s
p
i
t
a
l

H
s
k
g
.
 
A
i
d
e

R
e
s
i
d
e
n
t
i
a
l

M
a
i
d

F

r

0.

>

o



't

91

ti

INSTITUTIONAL AND HOUSEHOLD SERVICE OCCUPATIONS

psi Rats fTesks

43

cp';'c
4-) (3)

o.4-, Fr ..4'

1/+),,? {4) i;g Ube

o o z o a) 6
/eX = C24

Task Clusters

2. Care of appliances

Clean exterior of range
Clean oven

burner drip pans eft' rang,z'

a

Clean
Clean andfor defrost'refrigerator
Clean interior of refrigerator
Clean oval :kitchen applianyies

'such as mixers, blenders

Care of tableware a

Scrape and stack dishes
Wash dishes by hard
Wash water glasses

/Dry dishes
Prapare dishes for autassct.io

dishwasher
Load autoriatic dishwasher
Operate and empty r

A

... \ I.
B ..- 1-' . B

CW.,B D g)
. B
.

.

A D C
A , 'D. D
A A D

C. ."

C -
C

D D D

°
C.

a. Operate intonrtir dishwasher
b. Empty altowatic dishwasher

a.Store dishes
Polish silver

. .

V

A'.

.3"Thia aluste'r-rearre443. in logical order of,perrorsanoe.
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INSTITUTIONAL-AND ROUSEHOID SERVICE OCCUPATIONS

Task Clusters
ierforlanoe Rat* of Tasks

00oupetions

5
,-4

0

'0

ik
co .-1

Zi. 'IS) 8) .6) ,-i

I
Zcl

0 .ri ,1 .-1 .1-1 4--'Ke. 01,-,... 05 ri: la
a 4-) (I)

.--1 . 1.-1 et ,14 a r)
CO OV (1) 01 0.O1 .,-U0
4- .. I-1.. (1) .. (1) .ei
0 (1) (1) 0 (1) Cs) .15

=X ZX XX CIG."2:

K. Food Production a

I. Menu planning

Plan malt;
Adapt fanily, weals to meet basic

daily'nutpitional requirements
Adapt fanny meals to *Wm to
diets rieouserided by doctor

Plan use of leftovers
Select' recipes
Check menu for interest shd

attractiveness
Take inventories of food supplies
Prepare market order
Purchase food
Stare taxi"

2. Food ;reparation',

4 B

A

B D
A D
B -

'0 B -
.,,

B -

B -'
C -

B ..

Y1m 1

D . .
35

- .'

D ,

D
D
-
D *.

Olean prepare,oand/or cook
various foods . A D ;

Prepare between seal nouiishaenti B - - D .

3. Food service

Set table . . A - ,b .
Prepare person for- nee..--on tine . B - D

t 'Serve asalsi . ---- "..,,---- A 4a. 'D .

-Deliver seal ltrayi to roans \ * C D - C D .
Tell person being served interesting.

items about food served . C - D :

Remove soiled-dishes from rocs , . A.- B A D .
1

vs

a This °lister ,order of performance. .



INSTITUTIONAL AND 1101JEHOID SERVICE OCCUPATIONS

Task Clusters
rerformance Rate of Tasks

0001taptiOni

7:3 a) co W
4-) r0 r0 H

.ri Fr.
0 iri

o c.)-*
0 *4-, H H "C)

4-) )- (1) 01 (I) 01 (2,01 H V
(1) (1,3 4) x )-4 (1)

CJ 0 0) U) 0 U) 0 al
(.9 X XX ZI '

L. Care of Ill and Disabled Adults

Beicvafram room personal clothing of
guests or disabled persons . C B C .

Relieve persons of the physical resim-
sibilit7 of their tasks as needed A D C .

Turn.beck bed for guest or disabled , o

persons
.

B D C .

dressing of disabled 0,Assist with
. or tll : B - C.

.
-- a

Run errands for the disabled-dr ill . B D C .

Feed disabled adults : C - C . .

\ Disinfect sad sterilise equipment for . .

, the ill person .
.:., C - C

Assist ill or disabled person clean
C - C&mars'

Remind person of physician's orders
and help the person carry out these

ordicrs'- , A D
Assistla oaring for the hair of. ,

'' disabled or ill persons B -.

Pretpare treys for ill or disabled'

persons B -

. Assist, adults,yith bath . C - ,

Write letters for the disabled 'or ill , C - ,

--Igaist adults with care of dentures C -

2

r

D

D

D
D
D
D

4

.

.

.

..

a,
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INSTITUTIONAL AND HOUSEHOLD SERVICeCCWATIONS

Performande Rate of ?mks,
Task Clusters

K. Child Care

Occupations

0.) p-i -I

Z .,-+ 7 3 .H
dr-I H ,--hri

r-I 7..<4-)73. art (0 a'a N., *`\ c 4-, a)0 -I-) --1 )-1, ',-4 ` 7:3
4-, )-4,--1 CU 01 U 01 CLOT ,-1 T3
U) M '1,-,,- )-4 (1).... (0.H

0) 0 U) Z U) 0 U) CUMo ...M ==" zx ::-.4= a7

Treat minor injuries such as
1

scratches for children . C - D
Assist with feeding children . C D D - . .

Discipline children 'dun necessary. . C - D
Supervise play of children , ,

. C - D . .

Contort hurt or upset child. % C - D . .

Supervise rest periods for Children . C - D . .

Assist with bathing of children . C - D .

Supervise and instruct children in
performing chores . C - D Of

Assist children in preparationrfor nap
time

. . C - D ,. .

Assist children in preparation for bed . C - D . ,

Tell or read stories to children . C - D . .

-Prepare baby formula . C - ":1 . .

N. Ploril'Arringesents and Plants

Water and care.for plants C . . .' B B
Clean artificial flowers

. C
Wash or dust.leaves of plants , 4. . . .--i, ; C
Rearrange Clean artificial flowers

ii container
. . _C

4
if*

p



95

I
N
S
T
I
T
U
T
I
O
N
A
L

A
N
D

H
O
U
S
E
H
O
L
D

S
E
R
V
I
C
E

O
C
C
U
P
A
T
I
O
N
S

T
a
s
k

C
l
u
s
t
e
r
s

'

a

O

P
e
r
f
o
r
m
a
n
c
e

R
a
t
e

o
f T
a
s
k
s

C
o
c
4
a
t
i
o
n
s

(
1
.
)

(1)
1:3

,-1

4-'

X V

rti r-1et ri ri 4.)ct O
ct.N

g C
V4 . .H .

1-0-1

'la)

01 (1)

01 C
1,0

,-171
u),1

X X
X

Z
X

X
X

0
.

M
i
d
n
t
e
n
a
n
c
e

o
f

O
u
t
s
i
d
e

F
a
o
i
l
i
t
i
e
s

W
i
s
h

w
i
n
d
o
w
s

f
r
o
m

t
h
e

o
t
t
s
i
d
e

S
w
e
e
p

s
i
d
e
w
a
l
k
s .

B

1.

a
.

S
w
e
e
p

w
a
l
k

o
r

s
t
e
p
s

o
u
t
s
i
d
e

h
o
u
r
x
:
r
t
r
a
n
c
e
e

P
e
r
f
o
r
m

f
l
a
g
:
d
u
t
i
e
sR
e
m
o
v
e

s
n
o
w

a
n
d

d
e
b
r
i
s

f
r
u
i
t

s
i
d
e
w
a
l
k
sS
a
l
t

a
n
d

s
a
n
d

s
i
d
e
w
a
l
k
s

M
o
w

l
a
w
n

R
e
p
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INSTITUTIONAL AND HOUSEHOLD SERVICE'OCCUPATICkS

Tank Clusters

9

.
Performance Rate of Tasks

Occupations

0 -4 . .-4

4.) 173 `6) "CI '. I

G.) 0:1CU (1)

g. e ',I H .-1H 4)\7 el 01'r
C)

rd --* t.:
'\- C C

. 4-) ,-i H el 97.3

Yi ,--I Ci.) C31 (f) 0\ sip\ ,- ro

4. .Operation and Maintenance of Power Equipeent
.

Check boiler unit A
Make minor repairs on equipment , t,, A
Perform minor plumbing repairs B
Perform minor repair qn heating plant
or auxiliaries B

Operati incinerator . B
Oil and.grease manual equipment B
Reply* faulty faucet valves and
limbers B

., Oil and grease boiler equipment . B
Perform minor electrical wiring, .40. C

- Repair ;Lover -equipment C
Perform minor repairs an furnace C
Clean exhaust fan filters C
Clean unit ventilators and ail

conditioning filtervl ' C

R. Job 'Requirements in Spch. Hams

Look for task list at each home
Work around pets
Talk to -employer or fellow employee .-

to learn recommended cleaning, .

procedures
Talk to r to learn7recommended
cle edures .-. -Y.

Establ vorable working climate('
with who are present in
the home ..

Keep records of the amount of time spent
tt each household

,

.

fi.

rt5

C)

=
4, X 1-4 ...
0 0 Z (I)

:Z. '7.

us X ti's --,

0 u) Cs) c.":
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INSTITUTIONAL AND HOUSER= SERVICE OCCUPATIONS

Task Clusters
_r

rerformance RAte of Tasks

4 00acubtions

0.) ....1-i ,
".',. .)),.S) w Ti

0 'o

o 41 ,,.--( ri H .. T.)
.1-) .-1 .--I 0.) 01. (.7) GI 0., (:)) -4,10

u)
0 u) 0.)Y11

U '1) :Lri] .2') x X ate.

Preparation for Group Events

Wash chalkboards and clean erasers
Remove gum *from desire, tableo,4nd

chairs B
Arrange, furniture for classes or.
conventions B .

Adjust seats and chair ', '.. C . ..

Set up public address Aystaimi C . .

Adjust public address, systems C . ..

Raise and lower desks C' .
Set up audio visual equipmentL ' D . .

Maintain amdiovisual equipment D .. .

,sd; up convention and sales displays. D ; u

Post signs, for advertising . .- W., .
Decorateerooms for social. gathering. D . .

T. NieUellideous (non.eclusterel) Tasks
.

-Identify time; muney, property. space .

B .

ti

,

and ability.available,to de the job . B C C .

Operate within available fa idly
finks:4s

. ,

' Provide companionship and oceepaseton
for *dune - 4 A - B

Assist with mending At :- .B D D . .

amide and direct appropriate featly
.

members in &seaming various tasks . ,,'C D Ii . .

Clean-laundry storage areas C C.
t

Receive oaseplaints for rioting needed
in rooms . "A

Supervise night -events C
'( BOrganise storerooms

De routine painting' C
.Clean-olevatore, ", .. ', D ,.

Chock attendance at now lunch hour D
Collect fees at nconlunch-hour D'

e
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.

%
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r

ANs Iowa.
' , $ ' : \ .

Mr. Donatd Benflyi Executive HousekeepeA0-1owa Methodist Hospital,
, Des *ines, Iowa. NI

Mr. Simeon Gordon Dowell-, Instructor4 ire Servfoe E9iticaeiono
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t
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'

Mr. CharleS F, Freieriksen, Directoi of Housing,. Iowa Stat6
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,
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Mr. Maurice Williams and Mr. Roger Satory; ExecutiN.4 Housekeepers,
c I

Drake University, Des Moines, Iowa.
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TASKS IN INSTITUTIONAL AND HOME SERVICES

Instrilction Sheet
-

The Home Economics Education Deprtment it Iowa ,State University-,
is'presently co.ducting research to determine:the.tasks.performed
l:)y employees in Institutional and Home Service OCcupaticins. We r
have identified some tasks in the Executive Housgkeepingand Head
Housekeeping are but need your help in c rifying the tasks ,

performed in you particular occupation. . , °-

The questionnaire consist' f two parts." The first part concerns
.

information about. yourself o help us determine the characteristics
of people involved in these .occupations,. Please fill in the blanks
completely. It is very important that blankS not be:left empty. .

,

) : , /
the second part of the questionnaire is in the .form of a'checX/

st. This list includes-many tasks which might be a, part Of
our job. The listalso includes _many tasks Which. filay in no', ,

way relate to-Your job.. Please read. each item imry, carefully ,,

and check according to the-1-5 scale listed below.

(1) Check column 1 if the task is one which you
would never Cij in your job;

colum if
--:°-:**-$.,ht-d.o._.at least

(3) Check- coluntri -3 if
would do at: reast

(4) Che`tk column 4 if
would do at least7/

,/

the task is one which you ./ .
7once a year "in your job.-

:

the ',task ione
once :a month in

the tas,16i-s -One
oxide ,a.'weeli'jil

which4,
your job:

cli ypu
Youroll$4.

,-

I ;
;--

. <I -;;;;,,,,,;
V.

, (5), Checls,6o timn,,t4,5 if /t4ie.,task is,:dne 41hii.614.4you.., L.,
,,, ,,,

woul'd do t every day' in your jc--.; .,: ;- 1 '- i! i `

1

./ ; - .

- .. ./,'- %., `.... ' t.'1. i. _, if 1 ',/1 :;1-:.'

On the reverse side4bf'-the.o-heck,list,sp4;za iiicprovidedi inlihich -; I: i'°) .-''q° '
you may list task s that.are-ayparl,t-,-..of-Aur--job Wiii;cii ;we Ilia* have
omitted : in our list -anci-,.-knd3.,,saf*;:itfciiv-often .,y§-*,- 06 t. ; t.,t is
very import/ant" io the. study ..- tehta-clillz4r:-..sOr4- dOsIti-Oit3 any '-'t as)ks.
whic.hd he, peirlo,c6sAktf we .,tibay!,:),Avg,-"tithr;--teti...-/ . ,:,1.--:, f i . . ,, /
-.,

....
. . , , 7 /,:-.... ..,. ,,..,;,:.,,... .,..! / 4.._4%..-....4i 1,,,,'Ifi,..-:"...:.t7.,,:.:1:7

tl "I : I: ii itte.;t,t
1

%:; i' .-..1 .,i
-.1

- / t;-:--- 2.- -.7..., . e

The term-r" cuti./.21:1-1,,ott'sekeeper.4/-;$,:4-4,r-)-ii-a .ficlujelleepier- refer's to
. . . .< "' -, ..- 4 j . , 2 , . tthose who -upervirse tikirk acticiities213..vr,s,p,nne .!to ', : i'.-, ., 'i

insure clean, orderly, attractive "rq'Msti-,:liote/ISF., 'hicrs tals, r i \ ill, - 1
and similar establishments. :'"° ':.:'.1.it';';'71':

1:1' ---13-.41.
.... ,,,...tlitsti.:,:.,..;...-li'1,.:,';ii,.i '.:- it- : ' ' "1 ic.,-..'.i.'

--.. ....(.4 4,,r... 1 , :. 1, 4
. ... '.,.,- 4; 0.4 ...3 ,-, , vr 4, 1 r ' .

-. .- ,..-,,,A 1 / i*, .1 ,

:...-4.?:,.;.1:17.11?:i ,';/"'! i",/,-1.--...", '.-

I ' 1::11: *-,..-....)e v... ..,. ,.

-.7-j.f" :1- i 's'-'7... = 1;1- -. ' o.
7-.1.Fiire'%4:,, ,.. i '2'1,-
k.- .,..,,,;.-,:...,,,,,. i f .1, ',.,

, . 0 ,..
'. ''' ' '4...:.'" ;:f.I ....":

-/a--:*4: 7 4 ..t., f. ': / .-- ''. .. .. s r -
,'''..-rt,.`4.;k--. --:.- _. 2. .,,',..--' ' /

/47.P4-7i,' C- f '-, , ; 7:,..k;. i ' :1, ,;} °: ;,,

4. .PIA'''-4._'-,1 f 1: ..' .r
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t. . 1 never .1 an I ao i ao K alio

- CHECK'LIST do this this this this this, '
' task 'task at task 'at task/at tasls.

. , ,

, . least least least ''. daily
%.

° nce a once a once , 4 t; , ,

,
.

, ear month .week' .'1 '' '

,
.

_
.

, .

. .,

. .

S prospective employees. .
,

.

ews prospective employees f

and discharges employ4es '.,' ( a -4 /
. ,

new employees to work with,. /
nced workers in learning

.
.

eping tasks . .

.

-._

.4 \
,

s and ,detonstrateS' hbusekeepin ,

o emA.
.

oyees, individually ', - :, , .* ')
, :

, ,ts' employees on job ?.4) new ji.rdcedures /
,

'use':4of. new equipment: ,..
,
/

ork schedules for em0.0yees . - /

,

.,
es working hourS fbr 4147, r.:':'' '

. ,

.

, . ',
eping employees .:?7- .- ...

. .
-
iI

_.,- / i

' procedures and Standards tot' , . .-. , '%. .
,

o ,..

be dune
-: . .

-

,

- ,

.are*si of -Workfere each', 4ag1Oyee -
,

ris. aid submits wozk ..OptSreports
'''

. .

. , . , . .

1 ,. 0 , . . - .

. -. e . . - . ' . ,'

V. ,- pOroll for eifiployeeS fidPekisOdi ,
'

,

s budget fbr .houSek4eping-expeOtes .

'
- 1-.

ns records of th6:hauiekeiping v . r
,

,

. ,,

lent
.,glilar reports to 'the:;nianagement on ._

.
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y ....

,

hodsekeeppg procedures' t6 ,

!: efficiency - t. ,

:s, study of equipment use and space. * :
:ion to improve operating efficiency'
nds reldcation d-use of °

?nts,and 'space to - improve efficiency . - . .

-,, .
.

_gates and evaluates new- hoUSe- 2 ' .'.. ,. . ,

i\methods, supplies and equipment ... ' i'
-,'

_

:an'eck ds 'for job performance - .- : .\I\
:.S,. orkNof persons ,under superviS4on..- .

.

.

-

? .basiS7 of job ' analysis ) ,27. ' -;'' -,"17*. :, \
?s ,reports- of , improperi cleaning :and -111P -.

Ly inspects area in" guktion,; ..:
- ..

equipment;,'..)utes supplies and equipiden : , .

Iiitridry" bills for correct _charges
,

is supplies and materiAlN requisitions
,. .

.kge ox' purchasing agent N
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)riec!,/hOusekeeping supplies and .
.
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. .
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4' ;*
''*

.41

kw- 1, I,



28.' Keep su
organiz

-29. Interpr
30. Orders
31. Inspect
\ 'Missing
32. Recomme
33. Makes m

to be d
34.- S'itggest

35. Confers
arrange

36. Selects
37. Purchase

arid equ:
38. Suggest

damaged
39.'. Inspect

and ord
40. Sees th

. attract
41. IhVesti

and wor
42. Assitts

'houseke
43. Assists

about r
44. Gives 'd
45. Works 4

stan`dar

safety-
46. Helps,

activit
the ins

47. Explain
supervi

48. Provide
.change

49. Defines
workers

50. Corres
positi
to mai
manager

51. Maintai
Conduct
Explai

5 . Interp

52.

105
1. 4 S

.
. I never 4 do . I do I 'do I do

, , . do this'this ___ this- -Ahit th ,s
.

task. ., 't'ask a. task at_taik-a:t-Cii-k----
, .

___Leapt----rt least daily
.

,

onCe4a once a once a'
. year month week.

,

.

-
TS in storeroom or closet .

A andaccessihle
°

tts linen mending procedures
.inen from the warehouse
and reports damages and

items

ids needed improvements and repairs
morandum of work and repairs

.me
; furnishings and refurnishings
with manager On coloring and .

aent far decorations and remodeling
paints, fabrics, furniture
?s-Or assists ip purchasing supplies

,Lpment .

1 cost of replacing missing or
.

articles
i public spaces for cleanliness

. ,

?r .

kt employees are dressed neatly and
.ively in clean, well-fittdd.uniforMs

pates complaints made by staff
ers
in resolving complaints regarding
?ping services or equipment
in resolving:guest complaints
DOMS or service

.irections to guests .

ith administration in meeting
-, -..!

,

.ds/requirements regarding
sanitation'
o coordkhate housekeeping
ies with the total operatiOn of

. \titution P

s new policies or programs to
sors and/or employees "i
a. special instructions tO,,,meet

.of policies. or emergehcies
clear lines of 'authority:for

-

a

.ponds with persons in similar
..

ns -and attends seminars- meeting
.

,tain and improve technicland'
.

'sal abilities :

ns'ibst.and found file
ongoing program in pest,contr 1

1 Safety program to employees
ets,sanitatiOn code used in the area,

PLEASE WRITE ADDITIONAL U.SKS ON REVERSE SIDE OF PAGE.
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° TASKS OF CUSTODIANS
InstrudtionSheet

What tasks do x21.perform as 'a Custodian?.
How often do you perform these tasks?

The,Home Economics Education Department at Iowa State Universit
is.present/y conductir.5 a study to determine the tasks performed'
by You,, the Custodian. We have, identified some tasks performed
within this occupation, but we need your help in clarifying
the tasks performed in your particular job.

The following questionnaire consists of two parts.- Part Icon-
cerns,information about 'yourself to help us,determine,Xlie charac-
teristics of Custodians. Please answer each question completely.

PartII'of the questiOnflaire is in the form of a task check
list. This list includes many tasks which might Abe part of your
job. The list also incli*des many tasks which may not relate to
your -job. PlOhsb.'read.each item very 'carefully and check ((,/)
the appropriate, response:\

-

Column 1:' I never do\this task.
Column 2: I do this task at least once a year.
Column 3: I do this task at least once a month.
Column 4: I do this task at least once aWeek.
Column 5: I do this task daily.

For tasks which you do "as needed"
needed ", estimate how many times i
done this task or cleaned this are
(daily, weekly) o check.

lor areas that you clean "as
the last month you.have
Then consider which column

At the end of t.e custddiarlfask list,space is provided in which
you may list tasks which.p.,fepart of your job which we may have
omitted from our very'important'to.the study that you
identify any task Whith4ouperform that we may have omitted.

PLEASE,BE'SURE TO ANSWER ALL ITEMS!
.

n /t 11

V 7 t
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INFOMATION SHEET

I. Age

2'. Sex

t. Name of occupation - lob 44-tle "

4. Where are you employed? (puffiness name/home)

5. Total length of time euiplOyed in this type of occupation

6. Check (X) the highest grade completed in school and indicate the
area of specialization where appropriate.

Elementary school.

Some high school/adult high school equivalency classes.

High school diploma.

Trade school - What was your areAfof.specialization?

Some area college courses - What was your area of special,izat.ion?°

S

i
Associate degree from area/community colleges. What was your area

. of specialization? . I

. ,
/ .,

, ,x, .

Sohe university/college courses. What'was your area of "specialization?

Bachelor Degree. What was your area of specializatiOn?

Master Degree. What was your area of specialization?'

Others (list)
pt

7. Check (k) any of the follOwing specialized training programs that
you participatedin fox preparing you for the work you are now
&king and indicate length of time involved.

Adult classes related to the work you are now oing. How long was
the course?

. ...
.. . .

Short course proVided by employer/business. Houlong was the course?

,:
ObservatIon of another employee in the same occupation. How long did

. you observe before doing /the work yourself? .

.
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TASKS OF Hos'PiTAL HOUSEKEEPING AIDES: '

Filitietion Shoot

(.0 you. ye' lo Houakoe_pitui Aldc?What tas.k..

*flow often do:yo,ikperfoim thew 1.1,ks?

Theliome`sEcOnomic-. 1dUcation ) .paitml.nt at Iowa 5tate
presently conducting a study to determine the tasks performed by
you, the Hospital HpusekeepingAide. We have identified-.ome tasks
performed within this occupation, but we need flour help in clari=
Tying the tasks, perforMCd in your particular job. 69('

The following que,stionnaire cOosists of' three pacts. Part 1 con-
cerns irqormatICin-about,yOurself'to hel) us determine the charac-
teristics ofipospital Housekeeping Aides. Please,answer each ques-

,tion completely. /

Part'II,of the questionnaire Covers/ major areas which you may be
'1;4 responsible for Cleaning, such as Patient rooms- anti public rest-

rooms... In the columns to the right, check (Jr...) the appropriate

a

response:

Column 1: I never clean this area.
Column 2: I clean this area at luast oncv.a -year .6
Column 3: clean thi. area at least one a month.,
Column 4: fl clean this area at least once a week.

° Column 5: I clean this area daily.

Part III of thequestionnaire'is in the form of a task check list.
This list includes many tasks Which Night be part of_your job. The
'list lso includes many tasks which may notorelate to your job.
Please read each item very carefully and check the appropriate
response: s

Column 1: I never do this task.
Column -2: I lo this task at least once a year.
Column3: I do this task at, least once a month.
Column 4: I do this task at least once a week.
Column 5: I "do t* task daily.

For tasks which you =do "as needed" or areas that you clean "as
4 needed", estimate how many times in the last month you have done

this task or cleaned this area. Then consider which column (daily,
weekly) to check. For example, one hous4eeper cleans isolation
units only "as needed" or "as requested"; In the last month she
cleined one unit five times; this was the only isolation unit that
.month. Five times per month averages at least once a week;i1Aere-

..
fore she checks the once a week column. /J.

At,the end of each category of tasks,.space is provided in which

f

you may list tasks which are art of your job which we may have
omitted from our list. It is very important to thestudy that you
identify any task which you p rform that we may have omitted.

PLEASE BE SORE TO ANSWER ALL ITEMS.
.4

- .,

_

41.

0

a
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TASKS OF Ii0SPITAi:II0IISRKEhi'INC AIDES

'Rirt I: Information Sh6i

IWrections: For que.,ttons check (J the .answers which most; rd
accura'tkly, describe you. For quef ions 6-9, complete,..
°the:blank as accurafellOasTossible,

1. Marital

2. Age:°

Aiatus:

Married

20 years:or younger
21

4 .0
rio 35 years

436 to'50 years

,

Widowed
77-Thivorced

,

51 to 6years
over 65 leax..

7th grade ou belDW '

8th to 9th grade
loth to 11th grade t

Highqchool gratitiae

Trade school
Other: (Please list)

b.

3. Highest grade completed in school:

4. Addi .46

oral schoolingor training:

A

Specialized training for this occupatioth.-

Short cours& provided `by hospital. )s

'Observation of another employee in the same occ upation
.

Directions by a fellow employee with no observation
*

Instruction in tasks'and duties by striperviscgdoiothee.
.person in chargé of employees

Other: (Describe)

o

*

.

.

.

6. Length of training se

7. Number of hours workedpetweek as a Housekeeping, Aide

8. Length of employment at,this occupation

9. Describe your major respongibil ties-as, a.! HospitaHousekeep-_

.

ing Aide% suchas "general clea ing of fourXh floor Via4ds",
or "housekeeping primarily in maternity sectiob": .

...;
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TASKS.OF THE RESIDENT' L MAID '

Instruction She 'P

What tasks do you perform as a esidential Maid?
Howl often do you perform these tasks?

.

The Home Economics Education Departme t at Iowa State University
is presently conducting a study to d termine the tasks performed
by the Uesidential'Maid who is emplo ed by a commercial'ageney.
We have identified some tasks perfor ed within this occupaLion,
but we need your help in clarifying the tasks performed in your
particular job.

The following questionnaire consists of three parts. Part I con-
cerns information about yourself to help us determine the charac=
teristics of Residehtial Maids. Please answer each question
completely.

Part II of the questionnaire consists of major areas which you
.may be responsible for cleaning, such as living room, bathroom,
etc. In the'columns to the right, check Of) the appropriate re,,
sponse:

Caumn 1: I never clean this area.
Column 2: I clean this area at least once a year.
Column 3: clean this area at least once a month.
Cplumn 4: I clean,this area at leitt once a week.,
Column 5: I clean this area daily.

4!
Part TT" of the questionnaire is in the form of 'a task check list!
This list includes many tasks which mi
The,list also includes many tasks whic
Please read each item very carefully an
respor*:

Column 1: I never do this tas
Column 2: I do this task at East once ear.
Column 3: do'this task at 1 ast onc- a month.°
Column 4: I do this task at 1 ast o ce a week.
Column 5: I do this task dail .

0.

be part of your job.,
not relate to your job.

(0 the-appropriate
may
the

For tasks which you do "AS NEEDED" or "AS REQUESTED", estimate
how many times in the last month you have done this task. Then
consider which column (daily, weekly, etc.) to check. For example,
one'Resj.dential Maid cleans cabinet interiors as requested. In

the last month, she has been requested to cleat cabinet interiors
two times. Sin0 she has terformed this-tasktwo times hlioring the

-month, she checks Column 3: I do this task at least once a month.

At the end of 'each major section of the questio re, space. is pro-
vided in which you may list tasks which are part o your job which
we may have omitted, from our list. It is very impor ant to the
study that you identify any task which you perform t at we may have
omitted.

PLEASE BE SURE TO ANSWER ALL ITEMS.

111
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TASKS OF .THE RESIyENTIAL MAID
Part I: Information Sheet 4

DirOctions: For, questions 1-5, 8 and 10, check (v1 the answers
which most accurately describe you or your job. For questions 6, 7,
9, 11,. 12, and 13, complete the blanks as accurately as possible.

1. Marital status: Single Married Widowed Divorced
'77

2. Age: _20 20 years or younger 36 to 50;years over 65-years

--21 to 35 years _51 to 65years

3. Highest grade completed in school: , A -- # 1
<

7th grade or below": , 10th or 11th grade
8th or 9th grade , High school graduate

4. Additional schooling or training: _Trade school
,-.,

,.

1..
Other: (Please list)

; 5, Specialized training for this occupation: ..,

) Observation of another employee in the same occupation
_.L, Directions by a fellow thiployee with no observation

' -Instruction in tasks and duties by person in charge,of employees
,Other: (Describe).

7.----'

6. Length of training

7. Number of hours worked per week as a Resitts'Efral Maid

8. When I am on the 'obcleaning homes, I generally clean:
y myself
In a team of two
Other: (Describe)

9. Average number of homes cleaned per week

10.. Average number of hours spent in each home per vig,it:
_1 to 2 hours
.3 to°4 hours
5 to 6 hours

"7 to 8:11ours

,11. In how many of the homes which you clean during a week are
ch,ildrenlisually present?

12. In how manye& the hObles which you clean during a week are
pets usually present?

134 Lerigth of ekidloyment at' this occupation

4
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PERSONAL DESCRIPTIVE DATA OF EMPLOYEES -

(.

Biographical CharasAerlstics .Frequency of Resvonse

Occupation

o . a, ra " al 04 (f) r.

';;r:ett ',4 CCVD CD

Cu

0
(J) )-4

r I
4-) ,X

i
." .X .X 4-I V

,
(1.1 0
X 0
44 X

a00 0
(J) X

0 $-4
0 .4-4
X (21

-(.1,

U
4

A. Age

No response, 0 o
20 years or younger 1 0 0
21 - 35 2 9 0 9
36 - 50 10 19 . 3 41
51 - 65 14 25 , 6
Over 65 2 2 0 3

R. Sex

No rospprit-p 0 0 0 0
Vernal e, 18 . 11 .1 '3

Male

q. Employment
, .

10 25. ' 8 , '127

No response 2 0 0 0
Hospital 13 28 3 4
.Hotel/Motel 82-1 14 0 0
Residence Hall - 2 7 3 , 7
Nursing Home 2 0 1, 2
Church . 0 0 0 3
Industry or Large Public Bldg. '0# 0 0 172

. `,High School or Elementary ,

0 0 0 100
\..

. ,

D.1. Length of Employment

No response 2 o o
One year or less 1 8 1 7
2 - 4 years 5 16' 0 23
5 - 7 years 7 1.3 5 27
08 - 10 year's 6 o7 1 20
11 - 15 years 7 12 2 29
16-- 29 years 0 0 0 10
Over 20 years 0 0 0 14
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o t

BiographiChl Charatteristkcs Frequency of Response

.$"
sa

Occupation
8

CD 14
Cri
C

(1) C al .-1
0.1 . O. ',1 CL. Q tO

CO 0 a) al )..1

f-i al ri a) al 0
.1-' .. .. ...

CO ..1 CO CI) O

X 0 ","1
CI14 (1Z )

0
=

.-1.

E. .Educationa

No response_ O

-e

- 1 0 1

Elementary degree 1 - 2 0 16
Some high school 3 8 1 16
High sclAol diploma 7 24 4 57
_Trade school 1 3 1 14
Scime area- college courses 4 6 1 18
Degree from area /community college 0 2 0 1'

Some university /college courses 11 6, 1 6
B.S. degree 1 3 1 I

M.'S. degree and beyond O 1 0 (

F".1 Type of Additional Training.

Adult education classes 12 5 4. 64
_Short courses 12 26 4 54
Home study, courses
Oilier programs 't

6 i

14 i

1

.2

20
27

G. Type of on the Job Training

Observation of another employee 10 21 2 40
Instruction in tasks by manager 9 27 2 31
Other programs

..

0 0 . 0 0
v

I
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APPENDIX : PERSONAL DESCRIPTIVE DATA OF EMPLOYEES

4r

, Frequency o1 Response

Biographical Characteristic Occumition

(1) -4 . . -1
CV ,6) CV 45H 4...) 'C) '0 91< 0 ,-1 cl ,--iH 4-,

:<:. -1: Ort afrr, C
.,C 4-) (1)

..-(-) ..-1 ..-1 .ri 1:1$4 , 0.0) - '0
21i (')1)

).4.
z 0

u),x
00

0..
0) mx .x x zx xx (x 7.

A. Age

Under 21 yeLs
21 to 35 years
36 to 50 years
51 to 65 years
Over 65 years

Total

B. Marital status

Single `.1

Married 14
Widowed or divorced

Total

C. Highest grade completed it 'sgli-oOl

Below eighth grade
Eighth grade
SOme high school
High school graduate
Some college
College graduate
No response

,

Total -..

O
O

.

0
.--3..

0
7

2

15
2

5
10 11 9 31 4
14 10 13 '41 6'-,

5 2 3 3 1-

29 26 32 92 18

1 2 4 14' 1

14 20 59 10
14 10 8 19 7
29 26 32 92 18

2 1 1 1 1

.4 7 3 14 2
10 10 11 34 5

8 7 15 37 .7
3 1 1. 5 3

. .

2 '0 0 0 0
0 0 1 1 0

29 26 32, 92 18

3' 0 1

6.''

,

4 7 1 '

20 -?26 24 '83 16
29 16 32 92 18

D. Additional schooling cr.:training

Trade school - -:

Other
.

No response'
Total

-1.17
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.$

E.

F.

G.

ct a

1

H.

FreAuency of Response

Biographical Characteristic

0
..,1

.1--)

).-4,--1

fit0X

--1

4.) 0

i 9
a) o
0 U)
X. =

Occupation I

-1
al

.,.i

0
'0WO .

0 r-I
(1) (6
C4 7, ' -

-

;.1. 0

er:
ri _

u) 6
)-4 ,g
Z U)

'if . X

o
4-1,
r-I
0.01
U)
0 M
X X

.
1 .

Specialized training for this occupation

Short course 25 3 1 10 0

Observation '1 .10 7 54 1

Instruction by employer or
director 2' 7 15 41 7

No response 1 6 9 2 10

Total 29 26 32 107 18 a

Length of specialized training for
present occupation .

None 2 1 3 4 2
Less than three days 3 2 1 0 ) 1

Three to five days' 15 6 0 47 i

Six to, 10 days 8 0 2 14 4.-

0vcr 10 days , 0 1 1 10 '0

No response 1 16 25 '17' 10

Total 29 26 32 92 18

Length of employment in occupation
,

Less than one year 11 - 9 11 16 3

One-year 8 3 . 8 10 3

Two to four years ,. 8 7 6 -20 4

Five to ten years . 1 5 4 , 26 5

Over ten years . 0 2 3 10 _0

No response - 1 0' 0 0 3

Total 29 26 32 92 18

Hours'per week worked

Eight hours or less
Nine to' 20 hours
21 to 30 hours
31 to 40 hours
Over 40 hours
'No response

Tdtal

rI

5 b ,1 0 0

2 1 4 4. 1

5 5 4 2 1

11 11 15 86 14

6 8 7 , 0 , O.

0 1' 1 0 2

29. 26 32 92 ,. 18-

rAl
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APPEND] X 1): MEAN FREQUENCY
TABLES "F012 TASK
CLUSTERS BY
INDIVIDUAL OCCUPATIONS
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.

In this section 'two -wad matrices of task clusters are pre,,ented%
e f

In the ma X are the task clusters for -the executive .ind

supeivisimi housekccpr. I n the -,econd mat ri x the s i x oci up., t i ()II,

,I,elioi tclI a I c: 4 ti-, I n411.11/ II( )100iii,« ' I /1.nn4 hc;t I I h .1i4lo, not 4 ' OM )1 4 . I

Iti

./- %

.2entkp,n9 ,ido,."11,,,n9 hom,houwke,pino aide, hospital hous-
.

,
keeping aide; and the resident'ial maid. This table is repetitive

of a preViolis table which used symbols 'instead of actual mean scores.

Questionnaires for the executive housekeeper, custodian, hospital

housekeeping aide, and residential maid were based on a one to five

poiht scald. IldweVer, responses were coded so that a zero would

indicate a task that was never done. -Responses were coded according

tooth(' flowing plan:, '0, I never do this; task; ,l, I do this task

t
da

,t1 ;c-,t 'Cllt"c a yea' ; 2, I do 1 hi ori'e month; I

.

do' this !ask al le,t,,t AMC(' .; week; 4, I do this task daily.

The occupaions.or homemaker/home health aide, hotel/Motl house-,

keeping aide, anU nursing-home housekeeping aide are reported on a

three point' scale. Responses were coded according to the following

plan: 1, I never do this task; 2, I sometimes do thistask; I

always -do this task.

Task clusters which were assembled on the basiS of judgment of

,.consistency of ,content are marked:'

, 6

1,3
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1,X5TITUTIoNAL. AND HOUSEHOLD SERVICE OCCUPAXIONS

Ta-c. Clusters. Mean ,i,rectuenc:y Sc.o r,"

Occupations

0'
)-1 o' ' -,
N *0 a' ,4 Ci. a. 'A> 0 (n cr 40..) )..

..H 0 -I 0 0 o
Z 0) 5-1 0 CJ U

a) cl,

x o 0 o 0 i.
W I (f) X X n

Housekeeping Procedures

Makes memorandum of work and repairs to
be done .

Recommends needed improvements and repairs
Inspects and'reports damages and missing
items

Keep supplies in storeroom, or closet
organized andaccessiblea

Maintains adequate stocks of supplies
Andequipment
Distributes supplies and equipmenta

8. Planning Procedures

3.46 3.48 2.89
3.39 3.38 3.33

3.32 2.89 2.67

3.00 3.05 2.44

'2.75 2.64 2.33
'2.61' 2.80 2.11

Inspects work of persons undAsapervisloha( 3.61 3.71 3.33
Helps to coordinatp housekeepi wactivities,
with the total operation Of the
institutiona 3.32 3.70 3.89

Assigns areas of work for each employeea
. 3.21 3.20 1.33

Plans work schedules-for employees 3.32 2.93' 1.67
Schedules working hours fot all housekeeping
employeesa

. 3.11 2.68 1.33
Sets up-procedures and standards for jobs
to be done' .. f 2.43* 2.88 ,1.44

Revise housekeeOrng prOce&ires to improve
. ..efficiently i

4 ' 2-07. 2.57' a. 00- .
* .. z .

C. Safety and Sanitation ,

Inspects public'spaces for cleanliness
and order .3.46 3.75 3.44

Examines repdrts of impr er cleaning and .

visually inspects area n question 3.43 3.48 2.11
Works with administratid in Meeting
standards/requirements egarding safety- f. 0

sanitation 2.79 3.13 3.32
Explain safety program to employe es 2.92 2.0 '2.44
Interprets sanitation code used in the!"drea 2.04 2-.4 1.78
Conduct ongping program in pest dontrola 2.04 .1.93 2.56
/

9

As--
1.

aTasks added on rational judgments.
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..
.4

1N`INSTITUTIONAL AND HOUSthiOLD SERVICE OCC6PATioNs
hA 4

,

'14,,.,k 'clusters

a
-

Noan 14equoncy

OcCUpations
io 1

"`.

a.

(1)

u(11

0

)
rl

0.)v' (.1)

'(1)(I
0 0

NJ)

0.

r4

,
0

0 0
o'
0
0

D. Personnel Management

Sees that employees are dressed neatly
and attractively in cleki-well fitted

.

e

uniforms 1.43 3.80 2.6.E

Investigates complaints made by staff
and workers 3.46 - 3.59 1111

Assisets,in resol.Ulk complaints regarding
r

hqu'sekeeping services or equipment 3. 36 3.57 2.78
Maintains records of the housekeeping 0

department a '2:98 ".-1.56 1%56'- 00

Asssts in resolving guest complaints
abdut rooms or service -9 3.00 5%38 '3.00
Explains new policies or programs'to . - s

a.

. supervisors and/or employees 2.71..2.96 2.11
Defines clear lines'of authority for workers, # 2:64 3.02 1.78
Provides spesisal instructions to meet
change of-liblicies or emergriCieS .2.46:2.86
Sets up payroll for employees superviseda 1.71 '1.64'

.2.33
1°.0.0

Corresponds with persons in similar
positions and attends seminars - meetings
to maintain and improve technical' and
managerial abilitiesa
Prepares budget for housekeeping expe sesa.

E. Training

F.

Explains and demonstrates housekeeping tasks
to employees individually -,

Instructs. employees on job in new. procedures
;111(1:1hm use of new equipment

Reporting'to Manager

Forwards supplies and material requisitions'
to manager or purchasing agent

Make regular reports to the management on
progress-of the department le

Maintains and submits work re orts to
manager,

''Task-,s added on rational judgments.

? .
1.71 1,-.57

1: 39 x.'78

2.68

2:61

2.54

2.43

2.41

47 *.

.

TA .

2.94

.,?.79

..

2.68 1.67

2.50 1.78 °

t

2.43 .67
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INSTITUTIONAL AND H9USt.HOLD-SERVICE (OCCUPATIONS

Task Clusters,
®,

VreCitt011y -.1((>14

)((Up.t 1 1611.

44

(.1) (").
0 0)

r-4 0.)

.s4

I
(0. Housekeeping Standards r." I

01 10)W

ets standards for job performance (on the .

.

of job analysis)bask, ',1 3.36 2.13 1.44

Investigates rind evaluates new housekeeping
...

methods,-supplies and equipment 2,71 ,2.43 2.22

Recommends relocation and use of ,equipment
and space to improve efficiency 1.82 2.13 1.78 -

Inventories housekeeping supplies and
. //

equipmenta ', , 1.t6 1.98 2.2!
Conducts study of equipment use and space
nllocation to improve operating efficiency 1.79

c.,

2.02 '2.00

H. 'Recruitment and Placement

.Assign new employe6s to work with experienced
workers in learning housekeeping tasks -2.36 '1.86 1.56
Intervdews prospective employees. ,2.21 1.77 1.66
Hires and discharges employees . 2;25 1.45 1.89
,Recruits prospective employees 1168 1:48 1.44

I. Ftirnishings and DecOrating

Pur'chases or assists in purchasing supplies
and equipment 2.46 2.04 2.89

Suggests furnishings and refurnishings _1.79 1.75 1.78
Suggests cost of replacing missing or
damaged articles 1.64 1.46 2.00 .

Confers with manager on coloring and
arrangement-Tor decorati ris and remodeling 1.36 1.21 2.00
&fleets paints', fabrics, rnA re, 1.32 1.00 -1.89

.1

4

a
Tasks, added on

.

rational judgments.
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. INSTITUTIONAL AND/h OUSEHOLD SERVICE OCCUPATIONS

Task Clusters
/

Mean Frequency Scoles

Occupat

N
0

01
c

1-4

0
: r.

F -I

) Clo 'rl 0. 0. (/)
::, 41) (1) (1) Cd 1-4

.,-1 (1) 4 C.) 0 0
4-) ... ..'

41) /-4 (1) 4:1) 0
0 u) CJ U) U) 4:11

1:11 C). N
X 0 0 0 N

(.1.1 = U) = X CZ)

J . L i n(71' Procedures

Interprets linen ,mencling procedurqs 1.54 1.54 .66
/ChecksChecks Jaundry bills for correct, charges 1.21 1.32 .67
OrderS linen from the warehouse

items Not Identified with Basic 6lusters

1.07 1.12 .56

iv.ps, directions Ao guests , ?2.71 3.27 2.67
Maintains lost and found .file 2.32 2.57 1.56/

'

ti

3

.

1,,
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'TASKS PERFORMED IN INSTITUTIONAL AND HOUSEHOLD SERVI

Task Clusters

OCCUpATLONS

Mean Frequepcy Scores

Occu Itions
F

4

w. .--1 . 1'waitga, w m

4-)

0
i.:3
f-1 li
IA f-I
u) 45a7.

Ts.
i1.:3 \g

t o -

'0 o 4J r --I .

,4-) 1-1 .--1 >a), 2\
(I)

((li t)2.11r)
a.) X x,--

F I

o) <

' .d
(A C3).

4-1 ,X
' Z CV

P: Z X

i6 <4
.

f-1 1
i 1 , C 31
IA ,X
0 (f)
X X

/
A. Provisions for Safety

.;!,
i ...

Assist ih correcting z.3,X.cioils ( .- f,

'conditions , - '3.00 '2.07 ;,1.77
Identify hazardous conditions 3.05 ,2.411. 2.31'

Report accidents to proper, -
i

person . 2.68 '2.4 /2.19
Recognize and report indi- e e

cations of personal,, ,...'

physical, and Mental .
...:,-- ...-

problems . 2.55 1:58
Give first aid ,-- . ,1:52i1.04
.Plade caution signs,;, where
needed. .7.,. 1.94 - .

,

.

..,'I

.: !

.. 1.8..4

'2.19

2.22'

1.91
1.38

,

.

2.06
3.02

2.75

1.20*
.

1.72
RepOrt hazardous conditions .);',.

such as frayed cords . .: . . 2.72
Test alarm and emergency
'equipment (bells; fire .alarms
stand-by system) 2.09 . . ,

Keep.fire extinguishers in, .'
good working order; . 1.80 . .

Inspect play equipment ,

(swings, slides, etc. ),,
,forsafety -1.65

.

indicates a task not Asked this occupation.
;

o
ct1.1 k

O

6
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Task Clusters Mean Vrequency Scores

Occupations

W,-.1 . .-1

..-1 4-1 ij
PO WW .8

PO-.-1
W

o
..-1

o .4-) ..-1 ..-1 . ..-1 Po

4-1 /A -.1 W M 0 M la.

M .4-1..X

0.) Ca-' u) u) -.0 u)
)-4 ,x u) ,X 0..1

W M
0

U X X ZX XX C4Z

B.

a

Performance of General Cleaning Tasks

1. Maintenance of/structural features

Remove spots rom
woodwork 2.49 1.93
Clean shelv s . 2.10

2.73(a) Dust s elves,, .

Clean clos is . 1.72

Clean glas partitions 2.00 .

Spot clean' walls 2.54 .

Dry-dust walls 1.52 .

Wash windows . 1.86
(a) Wash windows from

inside 1.96 .

Wash walls by hand 1.35 .

Restore order in
closets . 1.63
Clean ceiling 0.75 .

(a) Dry dust ceiling . .

(b) Wash ceilings . .

Wash walls 'with wall
washing machine 0.25 .

Clean varnished wood-
work .,

. .

Wash and dry painted.
woodwork . .

2.58 2.38 3.28
2.08 2.06 2.48

'.. .

2.12 2.16 2

. . 2 .53

. . 324
' . . 2/.04

2.23 2.38 .

. . 2.27

. . 0.78

. . .

. . 0.86
. .

. .

. . oc3
1

. . . ,

.

3.11
2.28

.

2.33
3.22
2.35
2.39

.

94:27

4/.59

1.94

.N.06

1,,06

2.56

244

4

Clean fireplace and
hearth . . . ,2.06

Clean ceiling light I.
-0,

fixture . 1 . . 4 1.65

Clean brick walls 1.23 . . .. . -

. ,
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Task Clusters Mean Frequency Scores

Occupations

4.

'.1 T)
(1)

;!'8
Cl)0

.'4
0 .1-Iz c.t CN <4

.r.4 .--1 a
tzt

i
034 ' W+I 1.--1 . r4 .1-I' '0

)-4 ,-I w n m 0 o4 D H '1:3

0 0 W Z M
U) ... U) r-4

th asT X ' z x x0 x c(1)c 7.

.

B. Performance of General Cleaning Tasks (con't.)

2: Care of furnishings

Clean mirrors i 3.38
Dust woodwork, furniture,
picture frames, light
fixtures, and

2.28

4

radiators
. .72

(a) Dust furniture 2.91
(b) Dust radiators
(c) Dust picture

frames

2.12

1.98

.

\.

(d) Dust light fixtures' 1.71
Remove spots from
furniture

. '1,66
Move furniture as
necessary for sleaning
purposes 3.17 .

Clean wood furniture. 2.06 .

Clean metal furniture 1.97
Wipe off vinyl covered
upholstery 1.92 .

Wax'wood furniture ,,,

. .

Clean with a damp cloth
--furniture within the
patieht's unit such as
radiator, window sills . .

2.85 2.44 3.70 3.56

.../

2.81 2.81 3.73 3.44
. . .

. -.. .

. . .

.

2.23 2.78 3.23 1.59
.

. '

. 3.73 3.00

. 3.47. 3.53
4

. 3.30" 3.22

. 3.57 3.33

. . 3.56

. 3.51 .-

7-Dust collections and
--

return to proper place
.Reshape throw pillows ,

.

. .

Turn seat cushions on
davenports or chairs . .,

Clean special metal
surfaces such as brass,
copper, gold, and
chrome

. .

Vacuum furniture
. 1.25 .

Remo \je spots from

upholstered furniture . .
,

,
Shampoo upholstered

furniture

. . 3.39
. 3.06

. . 2.82

. 2.44

. .

t 410
1.59

. 1.11

---
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''Task Clusters
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r

(..
Mean Frequency-Scores

A

Occupations

0.4

0.4 .92

4-) "L)

O'k
43
,-1

01 "t

6
V

,--I
M

-4
(43

,-1

4-)

M
01

4-) ,X

X
o XX

4-) 0.-4, .,-4 '0

..X

U) CA fa, 01 ,-4 '0
k U) ,X U) r4

W oX (1)

x.
o mZX X 7.

. , .

Performance of General Cleaning Tasks (con't..1)
., .-. . .

----.

3. , Upkeep of bathrooMs .:.:.:--

,

114'sh and dry bathroom
fixtures s1.3,qh, as sinks,

toiletsTiand showers 3.51 2.31 2.77 3.00
WaSh tile walls . 1.66 2.54 2.41
Clean glass or plastic tiF

shower door . . .

Remove mold from bath-
room and shower areas . . .

Clean shower curtain . . .

Clean block tiles 1.86 . .

Clean filters in vents.
in kitchen and/6r -...

_ - :-
bathroom . . .

3.85 3.63
2.51 3.44

. 3.39

.

.1. 2.50
. .

. 1.81

r

O
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1

Task Clusters Mean Frequency Scores

Occupations

'0
e.,-1

-'t

\.c
+3

W (1)
4-) ID
0 .e4't

.-I

(1)'Ci r ,

01 --t
c

...-1 .

.--4

41
4-)ri

W
V
-.4
-r.

RI
--4
4-.)

c
cr ''0 ,

.

4, k u) ..x
a.) o 4 ru) 0 u) o fsi
X x ^L. Z = = X 7.

C. Sanitation of Physical Facilities

Remove accumulated trash
from rooms

Air room .

Turn mattress
Air, bedding, mattresses,
and pillows

Disinfect beds
Insert fresh wastebasket

.N..4...sA

liners in wastebaskets
Wash and dry wastebaskets
Report rodent and insect
sightings 0.,_

.

Use pesticides appropriately
Clean with a damp cloth
furniture used directly
byloatient, such as bed,
telephone ,

(a) Damp wipe ;telephone
-Periodically clean
unoccupied unit 0

Wash drinking fountain
with disinfectant

Remove vomited matter
from floors

Rembve vomited-matter from
furniture

.%1

3.64 2.34 2.81 2.75 3.78 3.61
2.21, 2.69 2.41 2.07 2.19
1.62 1:96 1.81 1.74 1.53

. 1.72 1.73 1.66 1.07 1-.72

. 1.28 1.35 1.94 2.00 .

\2J02 3.62 3.00
2.28 . . 35 3.24

'1.89 . . 2.38 1.50
1.90 0.87 0.71

. ;1:50

1.92

. 3.42

3.50

2.63

2.52
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Task (Lusters Mean Frequency SAlos

Occupationt,

D. Maintenance of Floors

1. Manual procedures

A

Scrub floors other than
bathroom floors 'It". 2.13 2.38
ScrUb bathroom floors 3.44 2.38
Clean rugs or carpet
by hand 1.55
Clean floor with a
dust mop 3.70
Wet-mop and rinse

1

H
0 0
P 73
0,-;

\
.-10,0
0 11)

X X

A 0,
' ie

c
,-.1

0 01

Z U)
Z 'T

.0
v

,-1 ri

p
1-I
fa. 0

0 0
'X X

.-.4

,(
,-i

P
oV
ri V
0 al

7

1.88 2.50 2.51 2.50
2.77 2.75 3.41

1.50 1.25 0.58 .

. . 3.40 3.56

floors . . 3.11-2.47
Sweep concrete'floors 3.04 . 2.41
Spot-mop floors . . . 2.61 2.211

.

Mop corridors 2.68 . . . 1.35
Clean stairways with a
wet mop 2.51,-
Shampoo rugs or carpet
-lpy hand 0.85 '

Shake rugs ,.

Sweep floors with a
broom .,

2. Mechanical procedures

Vacuum floors, rugs,
and/or carpets 2.99
Remove spots from rugs 2.02
Wax, or apply finish to
floors 1.56

Buff floors with buffing
machine 1.8.7

Use scrubbing machine to
scrub floors 1.69'

Machine shampoo rugs
and carpet 0.87

'Operate wet pick-up
vacuum to remove large
amounts of water from

floors 1.61,

r.g

. . . 1.13

..

. .1 .

. . . -

. . .

2.55 2.96 2.00 1.96
1.55 1.'88 1.28 1.02

1.58 1.38 1.78 0.54

. . . 0.70

. . . 0.18

. . . 0.17

.

..
.,

. 0.50

.

1.00
3.67

3.22

3.50
1.39

2.89

2.35

2.63

0.89
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"Isask ( 1 ustei s

D

6

Mean Frequency SCQIC',

Occupations

a)
V

. .,-;
g 'r:
st,.

' +.1
)-I .--I

ft
01

.-I
al 0
4-) '0
0'd
7, e't
.\
1.-1

a) (":4

4-) ..

0 M

.
415)

r-i
0% er.

a)
'0

.-.4...,
r3 'f.

'--4

, e.,
r-i
*
,-

i

\I L-114;'4
61

f9 V
u.) 0%

CL °I
r4 7.5

)-I ... U) .... _ U) .--(
Z a) , 0 M 0.1 .57. = xx c e_ .

F, Care of Window Tro eatmentsa

Vacuum draperdes 0.71 ck.45 1.23
Hang draperies aftef

GI eairi-ng 0.70
Clean Venetian blinds 0.73
(a) Dust Venetian blinds

. .

(b) Wash Venetian blinds .

Have drapelies ( leaned by a
commett ial dry k leaner,

. .

F. %I.to,t9(1R111 01 ( 1 (,,m i 0(1 kqui pint .;)I. '.0)(1 SIApp lic,a

1.50 .0.61 2.33

. 1.48 1.44

. 0.67 .

''''' 18-
. . 1.88

. I.00

1.84 1.77

1.47 2.67 .

. . 3.61 Ah

Prepare' article). and equip-
ment on utility cayt

;day's use
. 1.28 ').42

Choose products, tec hniques,
'

'`.

practices and equipment
for.job at hand

. -.1,43 1.77
(a) Choose techniques for

ijob at hand
.

I '
(b) Choose equipment for or

,job-at hand
. . 3.44

(c) Choose products for
job at hand , 3.22.

1 . .

Store equipment apOkopriately 1

after use 3.64
a

i . . 3.90 3.61
Clean equipment after use 3.47 1

;
. . . 3.57, 3.28

Report cleaning supply
i

needs 2.02 i

, 1

il.

aThis cluster based on rational' judgment.

;3.03 3.56

At- 0".
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Task Cluster-, Mean Freguency score,

Occupations

CL, 4-1 4. 4

CL, CL, it5H -, `0 = T)
o-H rf

0'
4.) rf ri '0

g
4-) )- W (f) 4..
Ow (1) () w vftxx XX xx a,.

Management -of Cleaning Equipment and Supplies (con't.)a

Recuntmend needed improvements
and repaires to' proper
person .

Use cleaning equipment such as
vacuum cleaner or electric
broom ..

Store cleaning solution after
use
ooate cleaning solutions and
.equipment for use at each,.
Dome .

Hse special clean4pg solutions
whore desir,thle or a,,,reque,,ted
Nuh wi vineg,tr-waler
solution for mirrors) .

Empty vacuum cleaner or
electric broom .

Replace bags in vacuum cleaner
or electric broom .-

Clean power equipment (buffers,
scrubbers, vacuums) 2.13
Repair manually operated

equipment (ladders, brushes,

. .c 3.52 2.28

. -. 3.83

'3.78

. . i.19

.

. .. . 3.35.

. 3.11

,./.: . . ;3.06

-...._

. . .

a

wringers) 2.01 . . . .

Make an- inventory of cleaning
equipment on hand ', 1.86 . - .

Report conditiorOofcleaning
equipment on hand. 1.56 .

Purchase cleaning-supplies 1;09 . . . l .

.
aTh -basei;i- on. rat iona I judgment:

1CA
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Mean Frequency Scores .

6ccupt.i.ons

W -4 . -4
0 W W

W
ri'

,-1 41-, V '0 '0
W

,4

.,:.., e, 0, e m e.

,
.4,

.4, _, 4_4 -1 '0

i4:'

W 01 m 01 a. tal . -1 ti

W 0 M M 0 M
CX
W it

X X X X X X

G. Inspection of Physical Facilities

Adjust heat
(a) Adjust heating and

cooling for large
public areas

Check lights and room equip-
ment for replacement .

(a) Replace light bulbs if
necessary

(b) Check lights for
replacement

,Check room for items left
by guests or patients

Make room 'reports
Inspect rooms for damage
Report itexas missing from
rooms

3.05 2.10 2.54' 1.78 0.78

2.93 . .

1.76 2.77 2.13 3.27 .

3.28 . . 2).06.
rr.

. . _.., I* i8 111Ni
1.21 2.81 1.44 2.58
1.17 2.50 1.72 . .

-3.23 . 2.88

2.52 2.67
a

3.63 .

t

. . .

3.40 . . .

2.80 .

2.29 .

2.48 . , . .

t,

0.65 . '. . .

0.29' . . .

0.29 . .

Lock entrance'and outside
doors

Unlock entrance and outside
doors 3.57
Close windows
Check clocks throughout
Lbuilding for correct time

: Check fuel supply
Reset electrical circuit
breakers
Check elevators for proper

ouworking conditions -

Read electric meters
Read water meters

,f
to
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p

Task Clusters

,

H. Linen Replacement and Disposal

Mean Frequency Scores

Occupations

v a , co a) (13t .,-4-$ '0
(15

0
4-)

+.1

(1)(13

r1
0 'ri ri

et: CP '3*.\
.--4 ,--1 .
W 0 0 0
+.1 .. .-
0 (i)

Z
Z
X
0

(X X
r

.-.4.,-4 4-)

(13 '1. r:

4-) cu

-ri 11
a. 0 ri 'a
0 ,. 0 4-1

,0 el) .5 ci

X X CL ..-.

Make beds . . 2.52 2.85 1.75 1.20 3'.00

Replace bed and bath linens . 2.00 2.88 2:66 0.61 1.78

Remove soiled bed d bath
linens . 2.41 2.85 1.78 0.98 .

(a) Remove soiled bed linens . . . . 2.72

(b) Remove soiled bath linens . . . . . 2.28

PrOvide gue/ts or patients with
additional disposable
supplies . 1.31 2.27 1.21 0.91 .

(a) Refill paper, towel
\.dispenser 3.52 . . .

Dispose of dirty linens in
appropriate place . . . . 1.57 2.39

Collect soiled linen from
social gathering(t'able-
cloths, -napkins) 0.99 . . . .

6

9
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Task Cluster Mean'Frequency Scores,

" R 41" R 41

Occupations

a)

1:3
'd\.4,

(1)

0

-4
(1)

4-

:3

(1)

1

et

O
-4

,,u)

er.
-1

-4
0..

,"4
er

01

.-4

(a)

77
. I
fli

'0
r-4

X X 4 I X

I. Laundry Procedureta,b

1. Washing

2. Drying

3.

Hang clothes on line for
drAng

Selec appropriate' tem-
pera re for dryet
Dry clothes4py machine

Ironing and storage

ng
Selec appropriate' tem-
pera re for dryet

1.50
Dry clothes4py machine 1.93 1.38 1,50 1450

Ironing and storage

Fold and sort clean
. .4klaundry .

Check .linens returned from
,

0 laundry .

aThis cluster based on rational judgment.

bThis cluster rearranged in logical order of performance.

Iron clothes by. hand .

Stoie clean Anens in

2.10 1.12

1.93 1.38

2.10 1.88

1.69 1.81
2.41 1.12

a

O

Fold and sort clean
. .4klaundry . 2.10 1.88 1.78 . 2.11

MCheck .linens returned from
,

0 laundry 1.69 1.81 1.63 .0.34 4.
.

Iron clothes by. hand . 2.41 1.12 1.22 . 1.33
Stoie clean Anens in

VICappropriate Place
. .

1.'

. 0.80 1.83

1.06 1.18

1.50
1,50 1450

2.10 1.12 1.06 1.18
O

1.78 . 2.11
M

1.63 .0.34 4
.

" R 41

1.22 . 1.33

VICappropriate Place
. . . 0.80 1.83

aThis cluster based on rational judgment.

bThis cluster rearranged in logical order of performance.

1.'

" R 41

aThis cluster based on rational judgment.

bThis cluster rearranged in logical order of performance.
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"

Task Clusters . I)Mean Frequency 5(4o,res

Occup.itions
,1 ; (

I
l

0

a
e

./C "A '
..-1k .1.,-' 0 ',1 ,-.1 I - iiAl

'0 \4
,:t ,ut ni.N.r7,,__. tr:

a .4-) a).
o ) --+ 4 ,-1 if ' -r-1 v ' '12) '''A

+4 1 N .--1 CO CD VI CA a. 01 ,..,- 'O.'

). 4

8 =
(a
a)

48 .Xur z-I .G N
O

gm coo .;-( . .0 t,

1 , ,..'
. - . °

J. Maintenance of Kitchener

1. Maintenance of workaLeas

Clean work tables and sinks
in kitchn

Clean porcelain enamel
sinks

Clean small kitchen
articles' such as can-
isters, and spice racks

Clean stainless steel
: sinks

A,

Wash and dry exteriors of
kitchen cupboards'

Clean cupboard interiors
Replace shelripaper in
supboardg
Use silicone spray on
drawer runners

Help arrange and store
kitchen supplies

Clean assigned areas
within kitchen

Clean designated areas
of pantry

2 Care of appliances

'\ Clean exterior of rage
Clean oven
`'Clean burner drip pans
on range

C can and/or defrost
frigerator

Cl an'interior of
refrigerator.

Clean small kitchen
appliances such as

- mixers, blenders

1..52

4

2.59 1 . 35' '1:25

a

4

,

d
.

0

3.28'

.
0 1.26%

3.'42,

2.94.

'2.4f

2.12 °

1.33

"0

1.07
.. @ 1

.
s

...0.57 .
I

c,

.

.
4i ,

3.18
2.34 1.001 1a 2%67

2.10 1%04 1.28

aThis,pluster .based on rational judgment.

1 C4

2.94 .

`Pt' it)14`

2:44, .

.

.

' 2.89
d
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Task clusters Mean Frequency Scores

Occupations

SLN N,

0 ,..-1

0 0
,-+

"0
4-) -'11

E,(6) 0
'0

< <ON
4-)

4-) -1 ri
OM OM a M

w 4 ' ..X ;-4 ..X m ..X
0 0 0 O 0 0 0

U X X. X 7.X = X'

J. Maintenance of *itchon (con't.)a

3. Care of tablewareb

'Scrape and stack dishes . 2.55
Wash dishes by hand . v.55
Wash water glasses . 2.48
Dry dishes
Prepare dishes for
automatic dishwasher 1,55'

1.08 1.;75

1.35, 1.31
2.42 1.38

..

1.00 1144'd .

...Load automalic,:dishwasher

K. FoOd Productionb

.

Operate and empty ,
1

'dishwasher 1.41 1.04 1:22
(a) Operate automatic e,

dishwasher . . . .

(b) Empty automatic
dishwashek

. .

Store dishes 2.31 1.04 .1.38*.
...Polish silver,

. .

t .

1. _Menuiplanning
r

Plan meals 2.21 1.00 1.16
Adapt family meals to meet

.basic daily nutritional
,requirements ,4 2.41 1.00 1.13
Adapt family meals -Co con-

.

. form to diets recommended
.

by doctor' . 2.21 1.64- 1.06
.

Plan use of leftovers 2.41 1.08 1.09°
Select recipes . 1.97' 1.00 1.4 00

:.,Check menu fore interest
and attractivenes ... 2.13 1.00 1.06

. Take inventories of food , .

supplies :
. 2.21 1.00 1.41

Prepare market order . 2.17 1.00 1.03
Purchase food;

.4
. "1.76 1.00 1.00

Store food . .28 1.00 1.13
A.

t ..

" aThis,c1tIster,basdon.rational judgment.

-4 .

4
'

.'s
4-4 -

0
'0
,412)
(/) -I
0 il

CC 7

2.00
.

1.72

2.06
2.00

:

1.47

1..69

1.82
1.72

.

.

.

.

-,.

. .:

.11

.

; l
.-

.

4.

. . X
bThis cluster rearranged-in logO'l order of .performance. .,

,
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Task Clusters Mean Frequency Scores

Occupations

0
'0
..-1

,..1

a) a)4-, '0

.

'0
.1

0 'r4
ct

9-1

*t
,--1 r-I
(IL<

i-,
a\ 4 4-, 0

* ,--1 r4 ,-4 '0
S-1 ,--I ea CA u) al p.,0 rl r)

(13 4-, 4X ... U) ,.. 0 ...4
0 0 (0 (1) 0 U) 0 (0= = = 7. = = 7: .cY.

K. Food Productio6 (Con't.)

:,, Food preparation
r

Clean, prepare, and /or cook
'various foods 2.52 1.00 .1.06
Prepare between meal
:'nourishments 2.07 1.00 1,22'

3: Food service

Set table . . 2.31 1.00 1.28 . .

Prepare person ,for meal
on time , 2.10 .1.00 1.44 .

....

-Serve meals 2.45 , 1.00 1.41.

DeliAler meal trays to t,

rooms 1.76, . 1.O8 1.66' 0.08
Tell person tAng served
interesting items about
food served 1.83 1.0,9 1.31

Remove soiled dish es from
room 2:48 2.19 2.22 0.63

L,-

This cluster rearranged in logical order of:performance.

A
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t

Task Clusters Mean Frequency. cords

W e
rl ,

W W

0 'H
.71

4-1 A-I ri
W m

W 0 m m
X X 74

L. Care of Ill and Disabled Adults
. .4

Remove from room personal
clothing of guest or
disabledpersons

Relieve persons of the
physical responsibility
of 'their tasks as' needed. f.'Turn back bed for vest or
disabled persons. - .

.- . Assist with dres'sing of
/-, .disabled or ill

.

\ l a errands for the disabled
.

7\--.. ec:d disabled adults-
.

Disinfect and sterilize
equipment or the ill person .

Assist ill' or disabled person

'1:
',clean drawers

.

. Remind, person of physicians's
-orders and help the person,
catty out these orders

Ass'ist in caring for the
of disabled or ill.-hair

persons
.

Prepare trays for il4 or
disabled persons

.

Assist adults with bath
Write letters for the
disabledoor ill

-;'

Assist adults with care of
dentures' - .

1.69 1.92 1.69 (

2.65 1.31 1.59

2.24 1.12 1,56 .

',2:07 4.00- 1.53
2.24 (1.04 1:6f) .

1.76 .1.r00 1.59 .

.

4.62 1.00 1.53

A.79 1,00 1.78

2.41 1.08 1.446

2.00 1.00 1.31',I,
Z:

.
1

1.93 1.00

,

1.41 .

1.62 1.00 1.38

.1.76 1.00 1.44 .

l. 59 1.00 1.31. . -I
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1:'-,

Ir,I

Task clusters

(6

Co

0

Mean Frequency Scores.

Occupations

O . -4
'0 0 0

o ri
<4-I0 0

O 0 w
X XsX

M. ,Child Care .

Treat minor injuries such as
sqiatches for children

Assist with feeding childrep
Discipline children when
necessary

1.76
.

P
1.76

1.72

1.00
1.08

1.00

1.19
1.15

1.09
'Supervise play of children' 1.69 1.00 1.13
Comfort hurt or upst child 1.69 1.11 1.22
Supervise rest periods for
children 1.62 1.00 1.09
Assist with bathing of
children 1.62 1.08 1.13
Supervise and instruct,
children in performing
chores 1.62 1.00 1.13

'Assist children in'preparalion
for nap time 1.59 1.00 1.13
Assist children in preparation
for bed 1.59 1.00 1..06
Tell or reed stories to

. children , 1.55 1.00 1.03
Prepare baby formula. 1.37 1.00 1.06

N. -care of Floral Ar- rangements and PlanVsa

Water and care for
plants

- s Clean artifical flowers
Wash or dust leaves of
plants

NV.:.\
s

Rearrange 'clean artificial
flowers in container

hi4 bluster

1.43

a,

based on rationaljudgment.

CS" ,

2.77 2.28
1.61

. 1.39

1.06
0
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;

Task Clitts e'rs.

1-
J

Mean Frequency Score'

0

U

b

Oc upal ions

o .--4 .. ..,ww go o 413

rr: '9
c'

al Ti
,4 r1 --1

11:1 11 C

iI
,

.1-) ..--1 iri, ri V
f-i W CA (A' CA fa. CA, -4 V
Ca 4-) .X k .X (I) 0 ri

"% ar 0 (1) U) 0 (0 W Cax X X -74 z z = (X i.

.
.0

! Maintenance of 'Outside Facilities

Wash windows from the
outside '.. 1.34
Sweep sidewalks 2.60' , .

Swe'p walk ox steps outside
,''''

houSeentranCes .

Perform flag .duties 3.05_
Remove snow andOebris
from sidewalks 2.84,
lt and land Sidewalks 2.42 .

Mow.lawn 1. 2.02
Replace-geoken '0?;,,,,,.

windows , . .1:9'5

Maintain- athletic fi(0.ds 1.52
Store playground and gym
equipment - 1.22

Trim. shrubbery 1.17
Clean -window .screen' 1.00
Rake leaves . '''. : 0.92

., Set up outside bleachers i-.,..° 0.85 ..

Repair roof of building 0.76,
Apply fertilizer to lawn : d. 64
Waterloutside-flowerS . ,..*

Remove screens or storm ,
9

vindows .

Install screens or storm
,'windows v.

.

.

/lb

1.00

2.2x)

e+,1

d.;

1

4.

aThis cluster based on rational
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Task Clusters Mean Frequency Scores

1 Occupation

a

(I) -.4 . .-(
13' W

13
Ci) ,,. ,6) W (CI

.0-1 4-) '0 k

) 13
0
4-)
(I)

UU

4-)
k ki

,t1

XX

0-1 .
W °I

4...) .X

0 (i)

X X

0-1 .-.4 0-1 4-)

4-1 W
0-1 . k 10
(1) CA ca. cn
$4 .X In ..X
Z (i) 0 (I)

U) .-.1
CO iti

'7. X X X 7.

P. ('are of, isolation Units

2. .

Wear special clothing to
prevent infectious organisms
from entering or leaving
isolation unit . . . 2.02

C,leah and disinfect the
isolation unit - . . 1.75

...

Handle and dispose of con- ...,
. ........

taminated trash from
\isolation units . . . 1.40
Randle,isolationunit 4 0

laundry,- ... . . . . D.77 .

Q. Operation and Maintenance of Power Equipment

Checkboilir unit 3.39 . . .

Make minor repairs on(
,

-,'equipment , ! 3.02
)

. . . .

Perform minor plumbing-
repairs 2.64 . . . .

Perfoim minor repair on
., heating plant or

auxillaries 2.48 . . . .

Operate incinerator 2.25 . . / .

....

--".;';/

Oiltand grease manual
equipment

Replace faul4ty faucet valves
and_washers,
Oil and grease boiler
equipment-. -

Perform minor electrical
Wiring
Repair power equipment
Perform 'minor--repairs on

Clean exliaust fan filters
Chan unit ventilators and
air conditioning filters

2.13'

2.02

2.01

1,99
1.88

1.87
1.65

1.05
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Task Clusters Mean Frequency Scores

Occupation

o.--1
'0 0 0

C ..1 4-4 10it . t 0 ',4

0 4-) ei
4) ,--1 0 01
u) it 4-) .-14
Z 0 0,T

.
413

'd

H '0
U) 01 O. 01 .,-4 '0
1-1 .X u) ..14 u) -H -0 00),OM

. .-i
0 it
'0 -,-4

-.4 .,-1 4-4

R. Job Requirements' in Each Homea

Look for task list at each
ihome

. . . 2:88Work around pets

. . . 2.87'T k to employer or fellow
mployee to learn recommended

cleaning, procedures
. . . . 2.76Talk to homeowner to learn

recommended cleaning
procedures l

. . . 2.56establish favora e working.

climate with c dren who
bare present e home , ......-

. . . 2.47
Keep records of the amount

-
of time spent at'each
household

. . 2.29 ..

-
,

Preparation for Group Eyents a

Wash chalkboards and clean
erasers '2.46 .

RemoVe gum from desks,
tables, and chairs 2.38

Arrange furniture for classes
or conventions

. - 2.28 .

Adjust seats and chairs 1.75 . .

Setup public address,
systems 1.63 . .

Adjust publid address
Systems 1.32
Rad'§eand rower desks . 1.23
Set up audio visual t

. equipme9t 1 '0,76
..Maintain -ludio visual_

,:.:'equipment ; - 0.62
Set"up convention and sales'
displays '

'' .0.48 .

Post signsot adVettising.-:,,001.
.

-Decorate ioomi! for soCial

,gathetihgs .:-,- 0.29 -

a

"1

this cluster based op.:ration,WjutIgmeryt;
/
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Task 'Clusters Mean Frequency Score

Occupation

Wp--4 .--I
V

.4W

a) 4 a, 01
. .H -' 1° V "H

'r: :Cill.'
"ci ....i 1-1 4-,

1 **tN 4 0
C +-I

(0
0)

4-) 4 --1 ri '0
/4 ' a) C31 (11.)4 .2 (nCl. ,.01 H TS

(II 4-)
u) 0 0 0) (CIa) 0 u)

in ,-4

X X X Z. X X X f: '7.

Miscellaneous (non-clustered) Tasks

Identify time, money, property,
space and ability available
to do the job ' 2.21 1.54 1.59 .

Operate within available
family finances . 2.62 1.19 1.19 . e

Provide companionship and
compassion for adults . 2.55 1.00 1.94 . .

Assist with mending. . 2.00 1.23 1.19 .

Guide and direct appropriate
family members in,assuming
various tasks

;

.

i\

1.72 1.04 1.22

Clw laundry storage areas .

Receive complaints for repairs-

. . . 1.62 1.83

needed in rooms 3.33 . . .

Organize storerooms 2.30 . .- .

Supervise night events.' 1.78 . . .

Do routine painting' 1.15 ,, . .

Clean elevators 0.58 . . .

Check attendance at noon
lunch hour' : . . 0.31 ' .

1
. 1" 4

Collect fees at noon lunch 'A,

.houx 0.16' .

tM
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AREAS CLEANED BY HOSPITAL HOUSEKEEPING AIDES

Areas Cleaned

(Arrangedlin descending order
of mean frequency scores)

Performanoe Rate of Tasks

Patient rooms
Public bathrooms

Utility closet containing
Lounges
bisidisal unit
Wicker
Lobby
Labor roan
Isolation unit
Corridors
Nursery
Delivery. room

Emergency room
ICRxy rocs
Kitchen
Lab
Elevators
Stairs
Operating room
Chapel
Pantry

cleaning equipment

/I

3.84
3.0
3.07,

3.07
2.87
2.58
2.05:

1.99.

1.93
1.88
1.87

1.76
1.68
1.66
1.551

1.46
1:46'
1.33
1.13

.95

3.

410
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AREAS CLEANED BY BriptRUALNOL

Task Clusters

(Arranged in desoending order
of mean frequency scores)

Performance Rate of Tasks

Living room
Dining room
Bedroom
Bathroom
Family room
Home offioe or den

Stairway
Kitchen
Entry way
Laundry area
Utility rem
Nursery
Basement
Closets
Patio
Bressoway
Screened -in porch

Garage 4,

V

3.61
3.59
3.59
3.56
3.56
3.44
3.44
3.39
3.28
3.13
3.12
2.67
2.60
2.47

1.93
1.21
1.20
1.13
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APPENDIX E: ALTERNATIVE JOB
TITLES BY OCCUPATIONS

a

rt

tt.-$ 17'I # It
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OCCUPATION OR JOB TITLES

The titles that were reported by respondents resulted in a very

varied list. These were grouped into major 'categories under each

occupation and are shown in the following list.

4ecutive Housekeeper

Executive housekeeper
Supervising housekeeper
Adqiinistrative housekeeper
Head housekeeper
Housekeeper
Maintenance -director

Custodian

Custodian
First class stationary engineer
Building aid grounds supervisor
Maintenance supervisor
Plant suOrintendent
Building engineer
Bailer operator
r.Janitor

Residential Maid

Residential maid
Maid
Housekeeper

Hospital Housekeeping Aide

Hospital housekeeping aide
Hospital maid

Specialized, duties-
Bedmaker ,

Surgical..housekeeper

e.

Atitt,
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