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INSTRUCTOR'S MANUAL

COMMUNICATION SKILLS FOR OMRDD DIRECT CARE WORKERS

DISTANCE LEARNING STUDY GUIDE

TOPICS AND LEARNING OBJECTIVES

THEME AREA 1: Introduction to Distance Learning, and Reflections on the Relationship
Between Direct Care Work and Communication Skills (Units 1-7)

Job Context: Overview of Distance Learning and Its Relationship to Direct Care

Communication Skills: Understanding Distance Learning; Using Computers for E-mail and
Word Processing on the Job

Objectives:
become acquainted with distance learning model components:

computers
e-mail
regular mail
telephone
video
paper & pencil

understand purpose of course
become familiar with e-mail and word processing
practice using regular mail and e-mail to make initial contact with Instructor



Job Context: Relationship Between Direct Care Work and Communication Skills

Communication Skills: Improving Writing Skills; Developing Connecting & Interviewing
Skills; Review Different Responsibilities of Direct Care Workers; Reading Comprehension

Objectives:
recognize job tasks that require reading, writing, and math
review reporting requirements for worksite
practice writing
review importance of connecting skills
review procedures for getting information
review different aspects of Direct Care Work
comprehend written material about Direct Care Workers
skim written material about Direct Care Workers
understand technical vocabulary through context
consult with others for information
establish e-mail study partner or study group

Job Context: Understanding and Using Technical Vocabulary

Communication Skills: Expanding Knowledge of Technical Vocabulary; Learning a Technique
for Understanding Vocabulary Words; Reading Comprehension

Objectives:
review terminology used by service providers, occupational therapists, etc.
review technical vocabulary
introduce method for understanding vocabulary in the context
use the context for vocabulary development
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THEME AREA 2: Writing Notes and Narratives (Units 8 - 16)

Job Context: Writing Notes (or Log Entries)

Communication Skills: Recognizing Pertinent Information; Writing Skills; Planning to Write;
Writing a Note; Reading Comprehension; Reading Comprehension of Notes

Objectives:
review purpose of notes
describe how you distinguish between significant and irrelevant information
plan to write
relay accurate, precise information in writing
review correct use of technical vocabulary
review correct spelling, sentence structure, and verb form
read and review notes
read and review Information Documentation guidelines

Job Context: Writing Notes

Communication Skills: Distinguishing Between Relevant and Irrelevant Information; Editing
Skills; Learning Techniques for Assessing Own Writing

Objectives:
describe how you distinguish between significant and irrelevant information
detect and correct grammatical and spelling errors
recognize importance of good handwriting or penmanship
implement a procedure for assessment of own writing

Job Context: Writing Notes and Narratives

Communication Skills: Writing Skills; Reading Comprehension

Objectives:
review written material on effective writing
review guidelines for clear writing
use simple and direct vocabulary
review correct spelling, sentence structure, and verb forms
apply editing skills
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Job Context: Writing Notes: Spelling Individuals' Names and Other Proper Nouns Correctly;
Spelling Technical Words Correctly

Communication Skills: Spelling; Learning a Technique for Self-Study of Spelling Words;
Dictionary Skills

Objectives:
review the importance of spelling individuals' names correctly
spell individuals' names correctly
practice spelling technical words correctly
review spelling rules and apply to writing
review using a dictionary
learn a technique for self-study of spelling words

Job Context: Writing Notes: Using Correct Grammar and Punctuation

Communication Skills: Using Correct Verb Forms; Using Correct Punctuation; Writing Skills

Objectives:
review concept of subject-verb agreement
review verb-tense agreement
review rules for using commas
practice using correct grammatical form

Job Context: Writing Notes From Own Observations

Communication Skills: Writing Skills; Observational Skills; Problem-Solving

Objectives:
express observations in writing
compare and contrast
assess and correct own writing
make a problem-solving decision
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THEME AREA 3: Incident Reports (Units 17 - 24)

Job Context: Incident Report Regulations

Communication Skills: Reading Comprehension; Problem-Solving; Writing Skills

Objectives:
review Incident Report regulations
review written material about Incident Reports
describe how you distinguish between different types of incidents or allegations of abuse
describe how you make decisions regarding incidents or allegations of abuse
review technical vocabulary through the context
describe how you apply regulations to own practice
improve writing skills

Job Context: Incident Reports

Communication Skills: Reading Comprehension; Problem-Solving; Writing Skills

Objectives:
review Incident Reports
review written material about Incident Reports
review technical vocabulary through the context
describe how you apply regulations to own practice
improve writing skills

Job Context: Vocabulary Pertaining to Incident Reports

Communication Skills: Vocabulary Development; Reading Comprehension

Objectives:
review use of vocabulary on Incident Report form
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Job Context: Writing Descriptions of Incidents

Communication Skills: Developing Observational Skills; Note-Taking Skills; Writing
Descriptions of Incidents

Objectives:
cultivate observational skills
review important components of incident description
review writing descriptions of incidents
check completion and accuracy of own descriptions
improve writing skills
practice note-taking

THEME AREA 4: Incident Reports, Part Two (Units 25 - 37)

Job Context: Incident Report Regulations

Communication Skills: Reading Comprehension, Problem-Solving

Objectives:
review Incident Report regulations
review written material about Incident Reports
make decisions regarding incidents
understand technical vocabulary through the context

Job Context: Vocabulary Pertaining to Incident Reports

Communication Skills: Vocabulary Development; Reading Comprehension

Objectives:
review vocabulary on Incident Report form
use vocabulary that appears on Incident Report form
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Job Context: Filling Out Incident Report and Allegation of Client Abuse Forms

Communication Skills: Following Directions; Understanding Categories on Forms; Reading
Comprehension; Filling in an Incident Report; Filling in an Allegation of Client Abuse Form

Objectives:
follow directions on an Incident Report and Allegation of Client Abuse Form
review categories on Incident Report and Allegation of Client Abuse Form
review written material on Incident Reports and Allegation of Client Abuse Forms
check completeness and accuracy of Incident Reports
complete an Incident Report and Allegation of Client Abuse form

Job Context: Writing Descriptions of Incidents (Incident Report Form 147 (I), #25)

Communication Skills: Developing Observational Skills; Reading Comprehension; Writing
Skills; Writing Descriptions of Incidents

Objectives:
cultivate observational skills
recognize important components of incident description
practice writing incident descriptions
check completeness and accuracy of own descriptions

Job Context: Accurately Completing Incident Reports

Communication Skills: Writing Skills; Improving Grammatical Skills

Objectives:
review subject-verb agreement
practice writing skills

vii
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Job Context: Review of Incident Reports

Communication Skills: Following Directions; Understanding Categories on Forms; Reading
Comprehension; Writing Descriptions of Incidents

Objectives:
review categories on Incident Report
review written material on Incident Reports
recognize important components of incident description

practice writing incident descriptions
practice skimming and scanning
use regulations as reference materials

Job Context: Completing Other Forms Related to Incident Reporting

Communication Skills: Following Directions; Understanding Categories on Forms; Reading
Comprehension; Writing Skills

Objectives:
follow directions on forms
review categories on forms
review purpose of forms

practice writing

THEME AREA 5: Individualized Planning Process (Units 38 - 44)

Job Context: Preparation for the Individualized Planning Process

Communication. Skills: Reading Comprehension; Building Technical Vocabulary; Writing
Skills; Improving Sentence Structure

Objectives:
review basic concept of Individualized Planning Process
review material on Individualized Planning Process
read and understand forms related to the Individualized Planning Process
review meaning of words used frequently in Individualized Planning Process
use context to determine meaning of unfamiliar words
use correct sentence structure in writing
detect and correct grammatical errors

viii
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Job Context: Presenting a Case at an Individualized Planning Process Meeting

Communication Skills: Writing Skills; Summarizing Skills; Interpersonal Skills

Objectives:
synthesize information
identify most important ideas
use correct grammar and technical vocabulary
relay accurate, precise information in writing
review meeting preparation
write ideas in a professional manner
read and understand forms and reports pertaining to an individual's case record

Job Context: Individualized Planning Process; Problem-Solving

Communication Skills: Reading Comprehension; Writing Skills; Interpersonal Skills;
Problem-Solving

Objectives:
practice writing skills
employ problem-solving strategies

THEME AREA 6: Medications (Units 45 - 56)

Job Context: Medications: Math Refresher

Communication Skills: Mathematical Skills; Problem-Solving Skills

Objectives:
review addition, subtraction, multiplication, division

review calculation of percent
practice conversion of measurement units to the metric system
apply basic math skills to job-typical problems
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Job Context: Writing Medical Notes

Communication Skills: Writing Skills

Objectives:
write figures, addresses, times, percentages, and dates correctly
distinguish between significant and irrelevant information
relay accurate, precise information in writing
use technical vocabulary correctly
use correct abbreviations in writing
recognize pertinent information

Job Context: Knowledge of Types of Medications

Communication Skills: Following Directions; Reading Comprehension

Objectives:
follow directions
comprehend medication label
practice locating information on medications

Job Context: Medication Administration

Communication Skills: Following Directions; Writing Skills; Reading Comprehension;
Vocabulary Development; Dictionary Skills

Objectives:
review medical regulations
review written material on medication administration
build technical vocabulary
practice using the dictionary
understand technical vocabulary through the context
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THEME AREA 7: Communicating and Connecting with Individuals (Units 57 - 62)

Job Context: Communicating and Connecting with Individuals

Communication Skills: Summarizing Concepts; Writing Skills; Demonstrating Understanding
and Empathy; Problem-Solving Skills

Objectives:
summarize main ideas of oral presentation
demonstrate understanding and empathy
recognize individuals as people
review written material on sensitivity to individuals
comprehend written material on supported living
improve writing skills
apply training material to practice
skim and scan textual material
expand vocabulary

Job Context: Ethics

Communication Skills: Summarizing Concepts; Writing Skills; Demonstrating Understanding
and Empathy; Problem-Solving Skills

Objectives:
summarize main ideas of oral presentation
demonstrate understanding and empathy
recognize individuals as people
improve writing skills

xi



THEME AREA 8: Managing Daily Living Activities (Units 63 - 71)

Job Context: Emergency Procedures

Communication Skills: Locating Information; Reading Comprehension; Writing Skills;
Skimming and Scanning; Note-Taking

Objectives:
skim and scan written materials on fire evacuation
understand written material on fire evacuation
analyze a problem pertaining to fire evacuation
practice note-taking skills
practice writing skills

Job Context: Purchasing and Preparing Food

Communication Skills: Reading Comprehension; Using Unit Pricing; Interpreting Nutritional
Labels

Objectives:
reading figures and charts
using basic computation skills

Job Context: Managing Daily Living Activities; Math Refresher

Communication Skills: Mathematical Skills; Problem-Solving

Objectives:
practice problem-solving with decimals
apply basic math skills to job-typical problems

xii
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Job Context: Interacting with Medical Community

Communication Skills: Developmental Connecting Skills; Relaying Information; Writing
Skills; Problem-Solving; Using a "Consult" Form

Objectives:
recognize role as advocate for individual
practice communicating information
use writing skills

Job Context: Refresher: Spelling

Communication Skills: Spelling; Dictionary Skills

Objectives:
review words most often misspelled
review spelling rules
review using a dictionary for spelling and meaning

Job Context: Daily Living Activities

Communication Skills: Reading Comprehension; Writing Skills

Objectives:
comprehend written material on leisure and recreational activities
apply procedure to practice
review plan of activities for one individual
practice writing
practice reading and filling out forms
find methods to locate resources for activities in own community
employ problem-solving skills
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THEME AREA 9: Improving Productivity and Job Efficiency Through Personal
Development (Units 72 - 78)

Job Context: Job Productivity and Efficiency

Communication Skills: Reading Comprehension; Problem-Solving; Writing Skills

Objectives:
review written material on problem-solving
recognize own job strengths and areas of possible improvement

Job Context: Reducing Stress on the Job

Communication Skills: Reading Comprehension; Vocabulary Development; Following
Directions; Problem-Solving; Writing Skills

Objectives:
review terminology related to stress management
review written material on stress reduction
learn stress reduction methods
practice writing skills
employ problem-solving strategies
apply stress reduction methods
identify indicators of feeling
identify stressful situations

Job Context: Preventing Back Injuries

Communication Skills: Reading Comprehension; Writing Skills

Objectives:
review written material on stress reduction
practice writing skills
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THEME AREA 10: Preview of Direct Care for Transitional Staff (Units 79 - 92)

Job Context: Reading Material Related to the Job

Communication Skills: Reading Comprehension; Writing Skills; Math Skills

Objectives:
review material pertaining to Direct Care work
review a care description
understand technical vocabulary through the context
locate important information in text
improve comprehension skills

Job Context: Preparing for Entry and Upgrading Exams

Communication Skills: Writing Skills; Study Skills

Objectives:
practice summarizing skills
practice note-taking skills
practice writing skills
review components of Direct Care work

Job Context: Overview of Direct Care Work

Communication Skills: Writing Skills

Objectives:
provide overview of Direct Care work
relay accurate, precise information in writing
use correct grammar and punctuation
practice editing skills
summarizing skills
practice writing skills

xv
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Job Context: Math Refresher

Communication Skills: Mathematical Skills; Problem-Solving

Objectives:
review U.S. measurements of weights
review metric measures of mass
apply basic math skills to job-typical problems

Job Context: Writing Reports and Record Keeping

Communication Skills: Writing Skills; Reading Comprehension; Vocabulary Development

Objectives:
review writing notes and narratives
review purpose of notes
relay accurate, precise information in writing
practice editing skills
use correct grammar and punctuation

Job Context: Writing Other Reports and Forms

Communication Skills: Following Directions; Reading Comprehension

Objectives:
understand categories on forms and charts
follow directions to complete forms
practice reading forms
improve writing skills

Job Context: Understanding and Implementing Activities of Daily Living

Communication Skills: Reading Comprehension; Writing Skills; Problem-Solving

Objectives:
comprehend written materials on activities of daily living
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THEME AREA 11: Career-Related College and Academic Skills (Units 93 - 102)

Job Context: Preparation for PONSI Course

Communication Skills: Reading Comprehension; Writing Skills

Objectives:
comprehend a catalogue of course offerings
comprehend textual material
understand technical vocabulary through the context
develop word recognition skills
locate important information in text
improve comprehension skills
introduce a procedure for studying text materials
learn techniques for skimming and scanning
practice skimming skills
practice note-taking skills

Job Context: Effective Writing Skills

Communication Skills: Writing Skills; Reading Comprehension

Objectives:
review guidelines for clear writing
use correct grammar and punctuation
prepare to write
practice organizing ideas
review and practice how to organize writing
use vocabulary correctly

Job Context: Advanced Math Skills

Communication Skills: Mathematical Skills; Problem Solving

Objectives:
review geometric figures
review ratios and proportions
practice using proportions to solve word problems
review operations on positive fractions

xvii
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THEME AREA 12: Planning for the Future and Evaluation of Distance Learning
Program (Units 103 - 105)

Job Context: Setting Short-, Medium-, and Long-Range Goals for Work, Training, and
Education

Communication Skills: Reading Comprehension; Writing Skills; Problem-Solving

Objectives:
understand the relationship between planning for the future and actualizing goals
learn how to set short-, medium-, long-range goals
set goals in three areas: job, training, education
practice writing skills

Job Context: Educational and Training Programs

Communication Skills: Reading Comprehension; Writing Skills

Objectives:
become familiar with educational and training programs available
comprehend written material on educational and training programs
relate educational and training opportunities to own goals
practice writing skills

Job Context: Educational and Training Programs

Communication Skills: Writing Skills

Objectives:
evaluate participation in Distance Leathing Course
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INTRODUCTION TO INSTRUCTOR'S MANUAL

This Instructor's Manual provides an overview, directions, and answer keys for working
with the Study Guide for Direct Care Workers who are enrolled in the Self-Directed
Communication Skills Distance Learning Program for Developmental Disabilities Workers.

Although the Instructor's Manual is fairly comprehensive, it is important to read through
the actual Learning Activities and supplemental materials in the Study Guide to gain a complete
understanding of the tasks that your students are completing.

The Study Guide is divided into twelve theme areas. Each theme area consists of seven to
fourteen units. Each unit is composed of different learning activities.

It is anticipated that a unit will take approximately one hour to complete. However, as this
is a self-paced learning program, students may take more than an hour to finish a particular unit,
or may complete their work before the hour is done. Either possibility is acceptable. Students will
be reminded of this frequently throughout the Study Guide.

A major objective of this program is to help students become better readers and more
effective writers. Instructors facilitate this process by providing feedback to their students as the
students move through the learning units. Individual students will, ofcourse, have differing needs.
Evaluating each student's work on early units will help you set starting points from which you and
your student will move forward. Although you will want to focus in on only one or two areas in
each of your responses, try to keep the following questions in mind as you evaluate your student's
work.

Guidelines for Evaluating Reading Comprehension
In evaluating a student's understanding of written passages, teachers should keep the

following questions in mind:
Can the student:

State the main idea of a passage
Answer questions related to specific details within the passage
Distinguish between main ideas and details
Locate details within the passage
Formulate questions about the passage
Relate information in the passage to personal experience
Use the context to determine the meanings of unfamiliar words
Distinguish between fact and opinion
Make inferences based on information in the passage
Apply information from the passage to new situations

Guidelines for Evaluating Writing
Written work should be evaluated on content and form.
In evaluating student's writing consider the following
Content:

1
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Has the student answered the question posed?
Does the student use details to support main ideas?
Is the writing clear and well-worded?
Is the vocabulary appropriate for communicating the student's ideas?
Are his or her ideas well-developed and thought out?

Form and Structure:
Has the spelling been checked and the work edited?
Does the student write in complete sentences?
Is the written work well-organized, using paragraphs when necessary?
Are the basic structures of sentence form, verb tense consistency, and subject-
verb agreement correct?
Is the work punctuated correctly?
Is the overall appearance neat and legible?
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 1

Introduction to Distance Learning, and Reflections on the Relationship Between Direct

Care Work and Communication Skills

UNIT 1

Overview of the Program

Job Context: Overview of Distance Learning and its Relationship to Direct Care

Communication Skills: Understanding Distance Learning; Using Computers, E-mail, and
Word Processing on the Job; Reading Comprehension

Objectives:
become acquainted with Distance Learning model components:

computers
e-mail

regular mail
telephone
video

paper & pen
understand purpose of course
become familiar with e-mail and word processing
practice using regular mail and e-mail to make initial contact with Instructor

Purpose of Unit

In this unit, students will be given an overview of the program and go through the steps they
will take to complete a unit of the Study Guide.
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Learning Activity 1

Students will send you any questions they have after reading the Introductory Brochure.

Learning Activity 2

Students will send a completed question sheet.

Answers:

1. To answer this question, students have to know the two purposes:
improve skills; learn to better complete work tasks.

2. - 4. Students will provide answers based on their own situations.

5. Students should give you their schedules.

6. Students will ask any questions they still have. Please be prepared to answer these
questions the next time you contact them.

Learning Activity 3

Students will send you a short autobiographical sketch telling you a little bit about themselves.
Correspond with your students by e-mail about what they have written. Include a short
autobiographical sketch of yourself.

Guidelines for Evaluating Learning Activities:

Students' responses to questions and their autobiographical sketch should give you a baseline
measure of their writing abilities.

4



OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 1

Introduction to Distance Learning, and Reflections on Relationship Between Direct Care
Work and Communication Skills

UNIT 2

Your Goals for the Program

Job Context: Relationship Between Direct Care Work and Communication Skills

Communication Skills: Improving Writing Skills; Review of Different Responsibilities of
Direct Care Workers; Reading Comprehension

Objectives:
recognize job tasks that require reading, writing, and math
practice writing responses to specific questions
review different aspects of Direct Care Work
review reporting requirements for worksite
skim written material about Direct Care Workers
understand technical vocabulary through context

Purpose of Unit

This unit will give the students an opportunity to think about their goals and what they'd like
to accomplish over the six months they'll be enrolled in the program. It also asks them to
think about the jobs they do as Direct Care Workers and identify the job tasks that require
reading, writing, and math.

Students are asked to send their assignments to you by e-mail. It is possible that a few
students will not have access to e-mail or will have difficulty using the computer terminal at
their site because of conflicts with other work activities. If so, discuss this problem with your
Educational Coordinator. Although students can use pen and paper for these assignments if
absolutely necessary, the partnership is committed to providing e-mail capacity and experience
to all participants in the program. Some students may not feel comfortable using e-mail this
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early in the program, especially if they haven't had much computer experience. If so,
encourage them to jump in and get their feet wet. It's okay if they don't complete as many
Learning Activities. They may have to spend more time getting to know the system.

Learning Activity 1

Students will write a brief paragraph describing their goals and what they'd like to accomplish
from the program.

Learning Activity 2

Students are asked to make a list of job tasks that require reading, writing, and math, to skim a
list of core tasks for the Direct Care job, and then to add newly identified tasks to their list.

Section 2 of the Core Tasks and Standards Supplement (excerpted from the OMRDD Annual
Performance Evaluation Form) lists the most frequent literacy tasks.

Learning Activity 3

Students answer questions about special reporting requirements at their worksites.

Guidelines for Evaluating Learning Activities:

This written exercise, as well as Learning Activity 3 in Unit 1, will give you a baseline
measure of your students' writing abilities.

You might want to make a note of your students' strengths and improvement opportunities
based on these samples. This information can help inform the ILPs that will be developed
later in the program.

' 0
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 1

Introduction to Distance Learning, and Reflections on the Relationship Between
Direct Care Work and Communication Skills

UNIT 3

Your Job Experiences

Job Context: Relationship Between Direct Care Work and Communication Skills

Communication Skills: Improving Writing Skills; Review Different Responsibilities of
Direct Care Work; Reading Comprehension

Objectives:
practice writing
use examples and details to support answers
review different aspects of Direct Care Work

Purpose of Unit

In this unit, students view a videotape where a Direct Care Worker is talking about her
experiences on the job. Students will answer comprehension questions about the tape and give
their opinion on the topics she discusses.

Videotape Material

The videotape for this unit is on Tape # 1 and is labeled Segment 1. It begins at 00:00:00 and
ends at 00:10:01.

Learning Activity

After viewing the video segment as many times as necessary, students will answer the
questions on the worksheet.

Guidelines for Evaluating Learning Activity:

Answers to the comprehension questions are provided on the next page.

7
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THEME AREA 1, UNIT 3

Supplement

Answer Key: Questions on Interview with Lindal

1. Being loving and understanding; getting along; accepting what goes on.

2. Make us feel part of the family,
Don't want to come here; under a guilt trip.

3. Students will provide answers from their own experiences.

4. Some are good and some aren't. Either new staff is inexperienced enough to accept
what's going on or they want to work here. Many eager to learn; they'll do anything.

5. People who are not assigned to a definite shift but go where they are needed.

6. Get good learning experience; learn lots of medical techniques.

7. She doesn't like them. She feels the only reason they do this is to make individuals look
normal to make us feel better; no benefit to the individual.

8. Her boss doesn't give her the information needed. Disagrees with some of the policies.

9. Students will provide answer from their own experiences.

10. Students will provide answer from their own experiences.

1 Answers other than those provided may also be acceptable. In evaluating students'
responses, try to be as flexible as possible. Encourage students to be creative. If students have
answered differently, instructors may ask them about their answers.

8
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 1

Introduction to Distance Learning, and Reflections on the Relationship Between
Direct Care Work and Communication Skills

UNIT 4

The Feelings and Expereinces of a Direct Care Worker

Job Context: Relationship Between Direct Care Work and Communication Skills

Communication Skills: Improving Writing Skills; Review of Different Responsibilities of
Direct Care Workers

Objectives:
recognize job tasks that require reading, writing, and math
review reporting requirements for worksite
practice writing
review different aspects of Direct Care Work

Purpose of Unit

In this unit, students view a videotape of an interview with Joe, a Direct Care Worker who
talks about how he feels about being a Direct Care Worker and his experiences working on the
job.

Videotape Material

The video material for this unit is on Tape # 1 and is labeled Segment 2. It begins at 00:19:21
when the words "End of Segment 2" appear.

Learning Activity

Students are asked to compare their perception of their job to Joe's in an e-mail message to
their Instructor. They are asked to answer the following questions in developing their writing.

9



1. Joe says that one of the reasons why he took a job as a Direct Care Worker was so that he
wouldn't have to take work home and would have the time to go back to school. What
were your reasons for becoming a Direct Care Worker?

2. What are your long-term career goals? DO you plan to stay with the State until you retire
as Joe does?

3. Joe states that he was impressed with the training he received on the job. From your
experience, do you agree that the training is good? Why or why not?

4. Joe gives two examples of things he remembers as excellent training ideas. Is there
anything that you've found particularly useful from your own training?

5. On the job, do you spend more than 20 minutes a day on paperwork? How do you feel
about this?

6. Joe summarizes his feelings about being a Direct Care Worker by stating, "If they don't
like people, this is not the place for them. You can't fake it." Do you also feel that liking
people is the most important qualification for a Direct Care Worker? Why?

Guidelines for Evaluating Learning Activity':

Is the writing clear and well-worded?
Does the student address the questions in his or her writing?
Are his or her ideas well-developed and thought out?
Has the spelling been checked and the work edited?
Does the student write in complete sentences, using paragraphs?
Are the basic structures of sentence form, verb tense consistency, and subject-verb

agreement correct?

Teachers may want to give feedback on only one or two of these areas each time
when responding to students' written work; however, all of these elements should be kept
in mind when diagnosing individual student's needs.

10
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 1

Introduction to Distance Learning, and Reflections on the Relationship Between Direct
Care Work and Communication Skills

UNIT 5

Comparing Developmental Centers and Community Homes

Job Context: Relationship Between Direct Care Work and Communication Skills

Communication Skills: Improving Writing Skills; Review Different Responsibilities of
Direct Care Workers

Objectives:

recognize similarities and differences in job tasks
practice writing using a pre-writing or organizationLi strategy
review procedures for getting information
review different aspects of Direct Care Work
understand technical vocabulary through context

Purpose of Unit

In this unit, students explore how tasks are done similarly or differently at a Developmental
Center and Community Home. They observe and write descriptions of the activity of eating.

Videotape Material

The video material for this unit is labeled Segment 3. It begins at 00:19:30 and ends at
00:40:30.

Learning Activities 1 and 2

Students are asked to describe the eating activities they view on the videotape and include
answers to the following questions.

11



1. What is the setting for the eating activity?

2. What is the overall atmosphere of the dining area? (e.g. calm, chaotic) What in the tape
gives you that impression?

3. What is the eating ability level of the individuals?

4. How does the Direct Care Worker relate to the individuals?

Evaluate this activity by determining if the description is complete and thorough and if the
questions have been addressed.

Learning Activity 3

Students will compare the descriptions they have written for Learning Activities 1 and 2 and
will determine how each setting is the same and different.

JOE'S

more institutional

calm atmosphere
in control

Answer Key

MIKE'S

more family setting

calm atmosphere
in control

individuals advanced individuals appear more advanced
set own meals set own meals

DA calm
DA as friend

DA plays role of facilitator

spend time talking with other staff rather spend time talking with other staff rather
than with each other than with each other

able more able

individuals more independent

12



OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 1

Introduction to Distance Learning, and Reflections on the Relationship Between
Direct Care Work and Communication Skills

UNIT 6

Analyzing Your Worksite

Job Context: Relationship Between Direct Care Work and Communication Skills

Communication Skills: Improving Writing Skills; Developing Connecting and Interviewing
Skills; Understanding Different Functions of Direct Care Work; Reading Comprehension

Objectives:
practice writing write compare/contrast paragraphs
review different aspects of Direct Care Work
establish e-mail study partner or study group
review importance of connecting skills
review procedures for getting information
consult with others for information

Purpose of Unit

In this unit, students will explore how tasks are done similarly or differently at their own
worksites. Being able to recognize similarities and differences is an important observational
skill. Their work in this lesson lays the groundwork for further study, in Theme Areas 2 and
3, on making accurate observations.

In this unit students will also be contacting their e-mail partners for the first time.

Learning Activity 1
Students will describe an activity that takes place at their worksite. If possible, they will
observe the same activity at a different unit or home and write down their observations.

13



Guidelines for Evaluating Learning Activity 1:

Your comments on this writing exercise should focus on the completeness of the description
(e.g. does it address Who? What? When? Where? Why? How?).

Learning Activity 2

Students will be sending messages to their e-mail partners to find out how the activity they
have chosen is carried out at their partners' worksite. They will develop a list of interview
questions that they will send to their partner. Time will be put aside in future lessons for
students to answer the questions sent by their e-mail partners and to compare those answers
with what they found out about their own worksite.

Students are asked to edit their work and to spell-check it using the All-In-One system.

Guidelines for Evaluating Learning Activity 2:

Are questions clear and well-worded?
Do questions ask for the information that is needed?
Has the spelling been checked and the work edited?
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 1

Introduction to Distance Learning, and Reflections on the Relationship Between Direct
Care Work and Communication Skills

UNIT 7

Vocabulary Review (Worksite)

Job Context: Understanding and Using Technical Vocabulary

Conimunication Skills: Expanding Knowledge of Technical Vocabulary; Learning a
Technique for Understanding Vocabulary Words; Reading Comprehension

Objectives:
review terminology used by service providers, occupational therapists, etc.
use the context for vocabulary development
review technical vocabulary
introduce method for understanding vocabulary in the context

Purpose of Unit

In this unit, students review terminology and vocabulary that is technical or specific to their
field of work and which they may find difficult. They are given a study sheet on how to
figure out unknown words from the context.

Videotape Material

The videotape for this unit is on Tape 3 1 and is labeled Segment 4. It begins at 00:40:37 and
ends at 00:49:34 when the words "End of Segment 4" appear.

15



Learning Activity 1

Students will view a segment of a videotape excerpted from the SCIP Training Program. They
will list any words they did not understand and check their list against the one that is provided
in Supplement 1 of the Study Guide.

Learning Activity 2

Students will read and study the supplement on Understanding Vocabulary from the
Context. They will then view the videotape again to identify how the words were used that
appear in the supplement.

Learning Activity 3

Students will turn back to Supplement 1 and define any words whose meaning they still don't
know.

Guidelines for Evaluating Learning Activities:

Assess your students' level of vocabulary development based on the number and types of
words they list as unknown. In the column "What I Think It Means," were they able to come
up with definitions that make sense given the context that the word appears in?

40
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 2

Writing Notes and Narratives

UNIT 8

Taking Notes

Job Context: Writing Notes (or Log Entries)

Conununication Skills: Recognizing Pertinent Information; Writing in Complete Sentences;
Editing Skills

Objectives:
review purpose of notes
relay accurate, precise information in writing
review correct spelling, sentence structure, and verb form
read and review Information Documentation guidelines

Purpose of Unit

In this unit, students review the purpose of notes and how to observe and record accurately.
Guidelines for accurate reporting and recording are given. In addition, students are given time
to answer the interview questions their e-mail partners sent them when they completed Theme
Area 1, Unit 6.

Learning Activity 1

Students read and complete an exercise on accurate reporting and recording excerpted from the
OMRDD Learning Guide for Individualized Instruction. Students will self-correct their
work.

17



Learning Activity 2

Students review basic guidelines for documentation. They then complete a worksheet where
they note whether the guidelines are the same or different from those used at their own
worksite.

Guidelines for Evaluating Learning Activity 2:

Most students will respond that the guidelines are the same for their worksite on almost all
items. Check guidelines to see if anyone is flagging a guideline as not important which is
basic to writing notes, e.g., "Be aware of spelling and wording."

Learning Activity 3

Students will respond to the interview questions their e-mail partner sent them in Theme Area
1, Unit 6, Learning Activity 2. Students are asked to edit and spell-check their work using the
All-In-One system.

Guidelines for Evaluating Learning Activity 3:

Are the responses written in complete sentences?
Does the answer provide enough detail to answer the question?
Has the spelling been checked and the work edited?

42
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 2

Writing Notes and Narratives

UNIT 9

Observation and Note-Taking

Job Context: Writing Notes (or Log Entries)

Communication Skills: Recognizing Pertinent Information; Planning to Write; Writing a
Note; Writing Skills

Objectives:
describe how you distinguish between significant and irrelevant information
plan to write
relay accurate, precise information in writing
review correct use of technical vocabulary
review correct spelling, sentence structure, and verb form

Purpose of Unit

This unit provides students with practice in observing and taking notes. They will view an
event that takes place in a Community Home and take notes on what happened.

Videotape Material

The video material for this unit is on Tape # 1 and is labeled Segment 5. It begins at 00:49:40
and ends at 00:53:59.

19



Learning Activity 1

Students will view the video segment and make a list of everything they remember. They will
view the segment a second time while taking notes. They will add any additional information
to their Recall List.

Using their notes and their Recall List, they will rewrite their notes as they would appear on an
N27 (Note Form).

Learning Activity 2

Students will e-mail a letter to their InStructor commenting on the content of the videotape.

Guidelines for Evaluating Learning Activities:

Check your students' notes and 'Recall Lists to see how they worked through the process.

Evaluate notes and e-mail message.

Are the notes complete and do they provide enough detail answering the questions
Who? What? When? Where?
Are the responses written in complete sentences?
Has the spelling been checked and the work edited?

20
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OMRDD /REACH /CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 2

Writing Notes and Narratives

UNIT 10

Examples of Good and Bad Note-Taking

Job Context: Writing Notes (or Log Entries)

Communication Skills: Recognizing Pertinent Information; Writing a Note; Reading
Comprehension of Notes

Objectives:
describe how you distinguish between significant and irrelevant information
relay accurate, precise information in writing
read and review notes

Purpose of Unit

In this unit, students continue to build their expertise in writing notes by studying notes that
are written the right way and the wrong way, determining what information is missing from
these notes, and practicing correcting the notes.

Learning Activity 1

Students are asked to review the Documentation Guidelines before completing this Learning
Activity, especially items #1, #12 and #30.

Students are given sample notes for three individuals (one is done for them as a sample), with
the note written the wrong way and then the right way. These sample notes are taken from the
Finger Lakes DDSO (Newark DDSO) Documentation Guidelines. They are asked to list
what is missing from the notes written the wrong way.

21



For a fourth individual, Gary Reed, a note is provided written the wrong way. The student is
asked to expand this note so it is written correctly.

Guidelines for Evaluating Learning Activity 1:

Answer Key

For the four cases, the following information is missing:

Carl Fletcher
Where did Carl have dinner?
Who went with Carl to dinner?
What were your observations of Carl during dinner?
Carl interacted well with people during the visit.

Sean Mulligan 1
Why Sean didn't go to the program on Thursday.
Details of Sean's goals.
Why Sean didn't work on his goals on Thursday.
Why Sean got into an argument.
What was done to solve the problem.

Sean Mulligan 2
Who visited Sean?
What did Sean do on his visit?
What were his mother's observations of Sean's behavior?
What follow-up plans were made for Sean?

For the fourth case, students are asked to correct the note for Gary Reed by writing a
hypothetical note in the correct way. They are given questions to use as guidelines. On
the next page is a sample note including some points that would be important to cover.

Learning Activity 2

Students are asked to gather copies of notes they have written for the next unit.

22
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S GUIDE

THEME AREA 2

Writing Notes and Narratives

UNIT 11

Analyzing Your Writing

Job Context: Writing Notes

Communication Skills: Distinguishing Between Relevant and Irrelevant Information; Editing
Skills; Learning Techniques for Assessing Own Writing

Objectives:
describe how you distinguish between significant and less significant information
detect and correct grammatical and spelling errors
recognize importance of good handwriting or penmanship
implement a procedure for assessment of own writing

Purpose of Unit

In this unit, students begin applying what they've learned to their own writing. They are given
a method to check their own work to determine if the notes they write are clear and accurate.
They also assess their handwriting and penmanship.

Students will also complete step 3 of their e-mail communication activity with their partner.

Learning Activity 1

Students will pick three samples of notes they have written and determine what makes these
notes well-written and what needs improvement. They will also check to see if enough
information is provided. They are given a Writing Checklist to critique their work. Finally
they are asked to rewrite one of their notes using their comments and the Checklist.
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Guidelines for Evaluating Learning Activity 1:

Students will send you copies of their notes as well as their Learning Activities. In addition to
commenting on their actual work, comment on the process they have gone through.

Learning Activity 2

Students will assess their own handwriting and penmanship and come up with a plan to make
improvements if needed.

Guideline for Evaluating Learning Activity 2:

Keep the student's plans for improvement in this area in mind as you check his or her work
throughout the term of this learning program.

Learning Activity 3

Students finish the work assignment with their e-mail partner by determining the difference
between the way an activity is carried out at their worksite and at their partner's worksite.

30



OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 2

Writing Notes and Narratives

UNIT 12

Improving Your Writing

Job Context: Writing Notes and Narratives

Communication Skills: Writing Skills; Reading Comprehension

Objectives
review written material on effective writing
review guidelines for clear writing
use simple and direct vocabulary

Purpose of Unit

This unit, from the OMRDD Effective Writing Skills Supplemental Learning Guide, gives
students pointers on how to simplify their writing and make it clearer.

Learning Activity

Students are asked to read the supplement, answer the comprehension questions, and complete
the Activity Sheet.

Guidelines for Evaluating Learning Activity:

Answers to the comprehension questions and the activity follow. Your comments on the
comprehension questions, in addition to content, should address completeness and clarity of
sentences, spelling, and correct grammatical usage.
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THEME AREA 2, UNIT 12

Answer Key

Comprehension Question Sheet

1. Write with reader in mind.

2. Student will give own opinion.

3. Student will give own example.

4. Student will write about own experience.

5. Student should give three of the following guidelines.

know purpose

know main message

organize ideas

identify audience

eliminate phrases that are trite or pretentious

eliminate redundant words

eliminate phrases that state the obvious
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 2

Writing Notes and Narratives

UNIT 13

Writing Practice

Job Context: Writing Notes

Communication Skills: Recognizing Pertinent Information: Writing Descriptions; Editing
Skills

Objectives:
relay accurate, precise information in writing
review correct spelling, sentence structure, and verb forms
apply editing skills

Purpose of Unit

In this unit, students will practice writing descriptions of two individuals. They will use the
Writing Checklist (in Unit 11) and the Guidelines for Clear Writing (in Unit 12) to edit their
work.

Videotape Material

The video material for this unit is on Tape # 1 and is labeled 6. It begins at 00:54:06 and ends
at 1:08:15. The words "End of Segment 6" appear when the segment is over.

Learning Activities 1 and 2

Students will write a description of the individuals portrayed in the videotape. They will then
check and edit their writing using the Guidelines for Clear Writing and The Writing Checklist.
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Guidelines for Evaluating Learning Activities 1 and 2:

Descriptions should be well-organized and include an appropriate level of detail.
There should be evidence that the writing was edited using the guidelines.

KEITH

wants to go to circus
fears it won't happen
frustrated/rage
can't control environment
little input into life
established procedure for dealing with

behavior
doesn't like change
in outburst could grab you
likes Tinker Toys
doesn't like rock music
wants to go into community
doesn't like song by Patsy Clark
rocks when upset
has been learning breathing technique
to control behavior
enjoys picnics

34

TOM

spokesperson for facility
wants to go into community
knows everyone at Center--what they
do, personal lives
worried someone would think he's
less than he wants to be
wants to be taken at full value
smokes
likes Joe
likes swimming, basketball
can read and write his name
can take a shower and shave
shaving part of ADL



OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 2

Writing Notes and Narratives

UNIT 14

Spelling Review

Job Context: Writing Notes for Documenting Individuals' Activities, Reporting Progress,
etc.; Spelling Individuals' Names and Other Proper Nouns Correctly; Spelling Technical
Words Correctly

Communication Skills: Spelling; Learning a Self-Study Technique for Improving Spelling;
Dictionary Skills

Objectives:
recognize the importance of spelling individuals' names correctly
spell individuals' names correctly
practice spelling technical words correctly
review spelling rules and apply to writing
learn a technique for self-study of spelling words
review using a dictionary
review meanings of words that are used frequently in reports
use context to determine meaning of unknown words

Purpose of Unit

This unit focuses on spelling. The student will review basic rules and learn techniques for
developing their spelling skills.

Learning Activity 1

Students are given guidelines for keeping a list of words they would like to learn how to spell.

35
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Learning Activity 2

Students are asked to make a list of the names of individuals they currently work with and to
check spelling against the records to see if they are spelled correctly.

Learning Activity 3

Students are asked to study a list of spelling rules that appears in Supplement 2.

Learning Activity 4

Dictionary use is reviewed. Students will use the dictionary to look up six words that appear
on the Incident Report. They find the phonetic symbols and the various forms of the word.

Learning Activity 5

Students will view a portion of the SCIP training videotape. They will pick up to 10 words
that are difficult for them to spell and apply the techniques that are presented in this learning
activity to determine the correct spelling of those words.

Videotape Material

The video material for this Learning Activity is on Tape # 1, Segment 3. It begins at 31:02
and ends at 40:02.

Guidelines for Evaluating Learning Activities:

Students are asked to complete a worksheet where they record their activities and practice what
they have learned in this unit. Review worksheet to see if it's completed.

36
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OMRDD/REACH/CUNY DISTANCE LEARNING. PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 2

Writing Notes and Narratives

UNIT 15

Grammar and Punctuation Review

Job Context: Writing Reports and Log Entries

Communication Skills: Using Correct Verb Forms; Using Correct Punctuation; Writing
Skills

Objectives:
review concept of subject-verb agreement
review verb-tense agreement
review rules for using commas correctly
practice using correct grammatical form

Purpose of Unit

In this unit, from the OMRDD Effective Writing Skills Supplemental Learning Guide,
students review correct grammar and punctuation usage.

Learning Activity 1

Students are asked to read the Supplement and complete the Activity Sheet.

Guidelines for Evaluating Learning Activity 1:

Answers to the questions on the Activity Sheet are at the end of this unit.
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Learning Activity 2

Students will pick one writing assignment they completed previously and edit it using the
grammar and punctuation rules they reviewed today. Questions for Editing, based on the
reading, are provided.

Guidelines for Evaluating Learning Activity 2:

Apply the editing questions to the students' work. Check to see if they have edited with these
guidelines in mind.
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THEME AREA 2, UNIT 15, LEARNING ACTIVITY 2

Questions for Editing

1. Have I changed person in the course of a sentence?

2. Are the subject and the verb in a sentence consistent in number?

3. Is the tense the same throughout my writing?

4. Is the voice the same within a sentence?

5. Have I used the active voice whenever possible?

6. Have I used commas correctly?
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ANSWER SHEET

1. wanders

2. is

3. need

4. has

5. You

6. they

7. Some managers assign tasks that their employees consider unnecessary.

8. Some linguists believe that women use more indirect questions and qualifiers than men.

9. Two accountants considered the estimates for the new residence much too low.

10. Because errors in writing are unacceptable and embarrassing, correctness is essential.

11. My boss has a horrible personality, and most people avoid him.

12. He had never shot a deer in his life, but he told great hunting stories.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 2

Writing Notes and Narratives

UNIT 16

Changing Shifts

Job Context: Writing Notes From Own Observations

Conununication Skills: Writing Skills; Observational Skills; Problem-Solving

Objectives:
express observations in writing
compare and contrast
assess and correct own writing
make a problem-solving decision

Purpose of Unit

Understanding shift-change procedures is an extremely important aspect of direct care work. In
this unit, students will observe and take notes on the changes of shift in two different
worksites. They will compare what they view to the change of shift procedure at their own
worksite. They will analyze an existing procedure in terms of how it works and how it might
be improved. The problem-solving activities of observation, analysis, and decision-making are
critical ones.

Videotape Material

The video material for Learning activity 1 is on Tape # 1, Segment 7. It begins at 1:08:22 and
ends at 1:13:31 when the words "End of Segment 7" appear.
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Learning Activity 1

Students will take detailed notes on the video segment.

Learning Activity 2

Students will list how the changes of shift at the two sites are similar and different. They will
then compare these to the change of shift at their own sites.

Learning Activity 3

Students will write an e-mail message about one of the three worksites, discussing what works
well, ways to make the transition smoother, and ways to increase communication.

Evaluation of Learning Activities:

Notes should be clearly written and provide the appropriate level of detail. Ideas in e-mail
message should be organized and well-thought-out. Work should be edited and spell-checked.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 3

Incident Reports

UNIT 17

Incident Report Regulations

Job Context: Incident Report Regulations

Communication Skills: Reading Comprehension; Problem-Solving; Writing Skills

Objectives:
review Incident Report regulations
review written material about Incident Report regulations
understand technical vocabulary through the context
describe how you apply regulations to own practice
improve writing skills describe an event

Purpose of Unit

This unit introduces students to the Theme Area on Incident Report writing. In this unit, they
review Incident Report regulations and policy guidelines.

Learning Activity 1

Students learn how to access OMRDD News from their terminal or computer.

Learning Activity 2

Students read the Supplement, Existing Regulations, Part 624, Reportable Incidents and
Client Abuse, from OMRDD News. They are given a set of Comprehension Questions to
answer.
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Guidelines for Evaluating Learning Activity 2:

Answers to those questions are on the following page.

Learning Activity 3

Students are asked to give an example of an event or occurrence that took place at their
worksite that was not a Reportable Incident or Allegation of Client Abuse and to describe how
that event was documented.

Guidelines for Evaluating Learning Activity 3:

The type of event the student describes should give you a sense of whether the student
understands the definition of Reportable Incident or Allegation of Client Abuse.
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THEME AREA 3, UNIT 17

Comprehension Questions

Answer Key

1. Enhance quality of care and ensure clients are free from mental and physical abuse.

2. To protect other clients from being exposed to the same risk.

3. For both, report on Reportable Incident Reporting Form 147(I). For Serious Reportable
Incident, also immediately report to OMRDD.

4. The maltreatment or mishandling of a client which would endanger the physical or
emotional well-being of the client through the action or inaction on the part of any
individual.

5. Violation of Civil Rights.

6. Physical Abuse.

7. Seclusion.

8. Immediately informing OMRDD of all Reportable Incidents and/or instances of Alleged
Client Abuse.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 3

Incident Reports

UNIT 18

Recognizing Client Abuse

Job Context: Incident Report Regulations

Communication Skills: Reading Comprehension; Problem-Solving; Writing Skills;
Application and Generalization of Information; Making Inferences

Objectives:

describe how you distinguish between different types of incidents of abuse
describe how you make decisions regarding incidents of abuse
describe how you apply regulations to own practice
improve writing skills
apply information to new situations
make inferences based on given information

Purpose of Unit

This unit gives students practice in recognizing incidents of client abuse.

Learning Activity 1

Students will complete the worksheet, "Is This Abuse? " Exercise, developed by the Bernard
Fineson Developmental Center.

Guidelines for Evaluating Learning Activity 1:

An answer key is included in this unit.
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Learning Activity 2

Students are asked to write, on e-mail, a description of a situation where there was an
allegation of abuse at their worksite.

Guidelines for Evaluating Learning Activity 2:

Does the student provide a complete description: Who, What, When, Where?
Does he or she give the category of abuse?
Does he or she provide information on the action taken?
Is the passage clear and well-worded?
Has the spelling been checked and the work edited?



THEME AREA 3, UNIT 18

"Is This Abuse?" Exercise

Answer Key

1. Yes, Psychological Abuse.

2. No.

3. Yes, Seclusion.

4. Yes, Inappropriate Use of Restraints.

5. Yes, Neglect.

6. No.

7. Yes, Mistreatment.

8. Yes, Psychological Abuse.

9. Yes, Sexual Abuse.

10. Yes, Violation of Client's Civil Rights.

11. Yes, Physical Abuse.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 3

Incident Reports

UNIT 19

Different Types of Incidents

Job Context: Incident Report Regulations

Communication Skills: Reading Comprehension; Problem-Solving; Writing Skills; Making
Inferences; Application of Information to Different Settings

Objectives:
review Incident Report regulations
review written material about Incident Reports
describe how you distinguish between different types of incidents
understand technical vocabulary through the context
describe how you apply regulations to own practice
improve writing skills - provide details to support statements

Purpose of Unit

In this unit, students review in more detail the definition of incidents. In addition, they will
read regulations on the policy for reporting incidents including the responsibility of each
person involved and the procedure they should follow. Incidents will be defined by type:
Serious Reportable Incidents, Reportable Incidents, and Minor Incidents.

This reading material comes from the booklet OMRDD Reporting Incidents, developed by
the Metro New York DDSO (Manhattan DDSO). The information in the booklet is based on
the New York State OMRDD Existing Regulation, Part 624, Reportable Incidents and
Client Abuse, part of which students read in the last unit.

BEST COPY AVAILABLE
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Learning Activity 1

Students will read the Supplement Reporting Incidents and answer comprehension questions
about the passage.

Guidelines for Evaluating Learning Activity 1:

Answers to the comprehension questions are provided on the following page.

Learning Activity 2

Students are given three samples of Injury Intervention Forms. They are asked to determine
whether the occurrence is an Incident, to categorize the Incident, and to state whether the
action taken was adequate.

Guidelines for Evaluating Learning Activity 2:

Answers to questions on Injury Intervention Forms are provided on the following page.
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THEME AREA 3, UNIT 19

Reporting Incident Supplement

Answer Key

1. See Definition Section of Reporting Incident Supplement for each type of incident.

2. See first item under Responsibility/Procedure section of Reporting Incident Supplement
for each type of Incident.

Sample Injury Intervention Form Supplement

Answer Key

Note: Because cases have limited information, students may choose categories other than the
ones listed here. If they are able to justify their choices according to guidelines in the
Reporting Incident Supplement, consider it correct.

Injury Intervention Form #1
Serious Reportable Incident (assuming HCU means individual was taken to a hospital).

Injury Intervention Form #2
Minor Incident--required only First Aid.

Injury Intervention Form #3
Reportable Incident--absence of individual for less than two hours.
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REPORTING INCIDENTS

REFERENCE: PART 624
SUBJECT: INCIDENTS
TOPIC:- SERIOUS REPORTABLE INCIDENTS

I. DEFINITION:

A. Serious Reportable Incidents - Are reportable incidents
which because of the severity or sensitivity of the
situation, must also be immediately reported to OMRDD.

These Include:

1. Injury - Any injury that results in the admission of
the individual to a hospital or 24-hour infirmary for
treatment or observation because of the incident.

2. Leave without consent - All unauthorized absences of
an individual for more than two (2) hours after
formal search procedures have been initiated.
Reasoned judgement, taking into consideration that.
individual's habits, deficits, capabilities, heal
problems, etc., shall determine when formal search
procedures need to be implemented. Formal search
procedures must be implemented if the individual has
been missing for four (4) hours. However, formal
search procedures shall be initiated immediately upon
discovery of the absence of an individual whose
absence constitutes a recognized danger to the
possible well being of that individual or others.

3. Deat4 - Any death due to other than natural and
expected causes.

4. Medication Error - Any medication error that results
in the admission of the individual to a hospital or
24-hour infirmary for treatment or observation.

5. Criminal Acts - Any possible criminal act on the part
of individual such as homicide, homicide attempt,
rape, public lewdness, robbery, etc.

6. Sensitive Situations - Individual related situations
of a delicate nature which need to be brought to the
attention of OMRDD as expeditiously as possible.
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II. POLICY:

A. All serious reportable incidents, as defined above, shati
be reported on Form 147 I, Reportable Incident, anc

thoroughly investigated, and corrective action shall bE

taken to prevent recurrences.

B. Reports of serious incidents and subsequent documentatior
of investigations shall be maintained so as to protect
the privacy of individuals, other individuals involved,
or other persons whose names may appear in the report.

They shall be retrievable by individual name. anc

identification code.

C. When a serious reportable incident is suspected to haw
occurred at a location not under the auspices of the

SOICF/CR. The. Team Leader shall determine whether
program is.State operated or certified, and whether the
allegation is being reported and investigated. If thi:

cannot be determined, or if the event occurred at. z

program not certified by OMRDO, an investigation is tc

be made to the extent possible, and followed through a=
for incidents occurring in the SOICF/CR.

D. Investigations which require access to other programs
their staff, individuals, or records shall be attemp

through cooperation. If prompt response is nor

forthcoming, the MBDSO Deputy Director of Progral

Operations shall be contacted for assistance in the

conduct of the investigation.

E. The SOICT/CR Program Manager shall notify any othe:
program with which the individual is associated of an:
reportable incident or allegation of abuse if it ha;
resulted invisible evidence of injury to the individual
may be of concern to another program, or may impact upo:
programming or activities at another program.

F. In establishing the difference between a serious

reportable incident and a situation which need not b4

reported, recorded, investigated and reviewed, thl

reasoned judgement of the MBDSO Director or his designee
in conformance with agency policy, shall prevail. Suc:

decisions shall be documented, and reviewed by thr
Special. Incident Review Committee.

BEST COPY AVAILABLE
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RESPONSIBILITY: PROCEDURE:

Staff present when
incident occurs

Nurse/Physician

Program Manager/
Head of Shift

Team Leader

Nursing Program
Coordinator

54

1. Immediately responds and
provides necessary services to
the individual.

2. Obtains medical assistance as
necessary.

3. Notifies Program Manager, Head .

of Shift immediately.

4. Renders necessary medical
services. Documents on Form
147 I..

5. Notifies Team Leader immed-
iately. After business
hours notifies AOD.

6. Notifies:

a. The Deputy Director of
Program Operations
immediately.

b. If incident is a medication
error, the MBDSO Nursing
Program Coordinator.

7. Begins to fill out Form 147 I,
and ensures that each staff
member who was present in the
room/area and/or observed or
discovered the incident
completes employee statement
prior to conclusion of shift.

8. Makes entry of incident on DVP
95, Interdisciplinary Treatment
Team notes.

9. For medication error-with
adverse effects, consults with
Team Leader.
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Team Leader 10.

11.

12.

Deputy Director of 13.

Program Operations'

14.

ICF/CR Program Manager 15.

Team Leader 16.

17.

55

Submits results of preliminar7
investigation, to the Deputy.
Director of Program Operations
within 24 hours of occurrence,
including Form 147 I, and any
other documentation. available
at the time.

Further investigates incident
and writes report. Submits to
Deputy Director of Program _

Operations as soon as possible.

Immediately notifies:

a. MBDSO, Deputy Director for
Quality Assurance.

Reviews and signs completed
For= I, and forwards to Special
Incident Review Committee
immediately.

RevieWs and signs Team Leader
investigation report:
Investigates further if

necessary. Forwards to
Special Review committee as

soon as possible.

Within 24 hours notifies
individual's parents, guardian,

or correspondent unless other
vise documented in the
individual's record. For
Willowbrook class individuals,
notifies CAB.

Within 24 hours sends a copy of

Form 147 I to:

a. MBDSO Deputy Director for
Quality Assurance

Within three (3) working days
sends a copy of Form 147 I to:

a. Mental Hygiene Legal

Services
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18. For all Willowbrook individuals
sends a copy of Form 147 I to:

a. Professional Advisory
Board

b. Consumer Advisory Board (at
Staten Island)

19.

20.

In case of'incident involving a
criminal act, notifies MBDSO
Director.

In case of incident involving a
death, notifies, the MBDSO
Director and the Coordinator of
Health Services.

'Coordinator of 21. Immediately notifies the
Health Services Medical Examiner and the Police

by telephone for all suicides,
homicides, accidental deaths or
deaths due to suspicions
unusual or unnatural, or
unknown circumstances.

22. Ensures the completion of Form
QCC 100, and submission to the
Commission on Quality of Care
within 72 hours.

MBDSO Director/Designee 23. Notifies law enforcement
officials of any incident
involving criminal acts as soor
as possible, but within three
(3) working days.

24. Submits written report on
deaths due to unusual or
unnatural, suspicious
circumstances within three (3)
working days to:

a. Law Enforcement officials

b. Medical Examiner

80
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Team Leader 25.

Special Incident 26.

Review Committee

27.

57

Within thirty (30).days and

monthly thereafter until
closure, submits written
follow-up to the Special
Incident Review Committee.

Review all serious reportable
incidents within one (1) week

of their occurrence or

discovery.

Sends Committee minutes as
monthly report on progress'or
results of investigations to.:

a. MBDSO Director
b. Board of Visitors
c. MHLS
d. CAB - Only for Willowbrook

PAB - Class Individuals

a, MBDSO Deputy Director of
Program. Operations.
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REFERENCE: PART 624
SUBJECT: INCIDENTS

TOPIC: REPORTABLE INCIDENTS

I. DEFINITION:

A. Reportable Incident - Significant events or situations
which endanger an individual's well-being.

These include:

1. Iniur7 - Any suspected or confirmed injury or harm
to individual, whether or not the cause can be
identified, which results in an individual requiring
medical or dental treatment by a physician, dentist,
physician4s assistant, or nurse practioner to have
the condition diagnosed, controlled and/or attended
to with more than first aid, include: Choking
incidents,. improper substance ingestion,.lacerations
which require one or more sutures, human bites where
skin is broken, and seizure falls where a head injury
is sustained and/or marked side effects are noted.

2. lottAVO Without Consent - Absence of.an individual for
less than two (2) hours where such absence
constitutes a recognized danger to the possible well
being of that individual or others.

3. peatt - All loss of life, regardless of cause.

4. Aestraint - The act of limiting an individual's
behavior through the use of:

a. Any device which prevents the free movement of
both arms or both legs, as ordered by a
physician.

b. Any device which totally immobilizes an
individual, as ordered by a physician.

BEST COPY AVAILABLE
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c. Any device, other than (a) and (b) above, which
is ordered by a physician but is not sanction,"
as part of a specific' behavior management pl.
or as an approved physical safeguard or medical
safeguard.

d. Any medication as ordered by a physician as a
restraint, or which renders the individual unable
to satisfactorily participate in programming
leisure or other activities.

5. Medication Error -- That situation in which an
individual evidences marked adverse effects due to:

a. The administration of medication in a incorrect
dosage, in an incorrect specified form, by
incorrect route of administration or which has
not been prescribed or ordered.

b. Administration of a medication to the wrong
individual.

c. Tailure to administer a prescribed medication."

NOTE: Errors which do not result in marked
adverse effects are pot reportable
incidents, but must be documented.

6. Sensitive Situations - Those individual related
situations, not described above, which may be of a
delicate nature and which.are reported to ensure
awareness of the circumstances.

II. POLICY:

A. All reportable incidents, as defined above, shall be
reported and. documented on Form 147 I, Revortable
Incidents. All reportable incidents shall be thoroughly
investigated and corrective action shall be taken, as
appropriate, to prevent recurrences. Incident reports
and subsequent documentation shall be maintained so .as
to protect the privacy of-individuals, other individuals
involved, or other persons whose names.may appear in the
report. They shall be retrievable by individual name and
identification code.
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B. When an incident is suspected to have occurred at a
location not under the auspices of the SOICF/CR, the Team

Leader shall determine whether the program is State
operated or certified, and whether the allegation is
being reported and investigated. If this cannot be
determined, or if the event occurred at a program not
certified by OMRDD, an investigation is to be made to the

extent possible, and followed through as for incidents

occurring in the SOICF/CR.

C. Investigations which require access .to other programs,

their staff, individuals or records shall be attempted

through cooperation. If prompt response is not forth
coming, the MBDSO Deputy Director of Program Operations

shall be contacted for assistance in the conduct of the

investigation.

D. in establishing the difference between a reportable

incident and a situation which need not be reported,
recorded( investigated, and reviewed, the reasoned

judgement of the AIBDSO Director or his designee, in

conformance with agency policy, shall prevail. Such

decisions shall be:documented and reviewed by the Special-

,Incident Review Committee.

E. When an incident occurs, the immediate supervisor shall
be responsible for initiating Form 147 I, Reportable

Incidents.

RESPONSIBILITY:

Staff present when
incident occurs

Nurse/Physician

Program Manager/
Head of Shift

ZEM11201:

1. Immediately responds, and
provides necessary.services to
the individual.

2. Obtains medical assistance as
necessary.

3. Immediately notifies the
Program Manager and Head of
Shift.

4. Renders necessary medical
services.

5. In case of:

a. Serious incident, see
policy on Serious
Reportable Incidents.
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b. Allegations of Abuse, see
Policy on Client Abuse.

6. Notifies Team Leader before
the end of shift. After
business hours notifies AOD.
If the incident is a
medication error, notifies
the MBDSO Nursing Program
Coordinator.

7. Begins to fill out Form 147 I,
and ensures that each staff
member who was present in the-
room/area and/or observed or
discovered the incident
completes employee statement
prior to conclusion of shift.

8. Makes entry of incident on DVP
95, Interdisciplinary treat-
ment Team notes.

Nursing Program 9. For medication error with

.Coordinator adverse effects, consults with
Team Leader.

Nurse

61

10. Completes Medication Error
Form, attaches original to
incident report, and sends
copies as indicated in Nursing
Services Manual.

11. For medication error with no
adverse effects, completes
only Medication Error Form:

<)..)
cr:7

a. Sends original to Special
Incident Review Committee.

b. Sends copies as indicated
in Nursing Services.
Manual.
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Team. Leader

Deputy Director of
Program Operations

Jr, m. -

ICF/CR Program Manager

Team Leader

12. Completes and signs Form 147
I, Reportable Incident.
Reviews employee statements.
Submits Form 147 I, with
attachments, to Deputy
Director of Program -

Operations within 48 hours of
occurrence or discovery of
incident.

13. Investigates incident further
as necessary and writes
report. Submits report to
Deputy Director of Program- -.
Operations as soon as
possible.
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14. Reviews and signs
completed Form 147. I Forwards
to Special Incident Review
Committee one (1) week prior
to Committee meeting date.

15. Reviews and signs Team
Leader/Program Director
investigation report.
Investigates further if
necessary. Forwards reports
to Special Incident Review
Committee as soon as possible.

16. Within 24 hours, notifies
individual's parents,
guardian, or correspondent
unless ottherwise documented
in the individual's record.

17. For all Willowbrook
individuals, sends copy of
Form 147 I to:

a. Professional Advisory
Board

b. Consumer Advisor Board (at
Staten Island).

18. Within three (3) working days,
sends a copy of Form 147 I, to

the Mental Hygiene Legal

Services.
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Coordinator of
Health Services

Special Incident
Review Committee

t

6 3 (7.

C}

_ _ -

In case of di-ath;7notifies
Coordinator of Health .
Services.

. _ .

20. In cases where the-.incident
results in death, ensures the

completion of.Form QCC 100.

21. Reviews all-reportable
incidents., Submits
recommendations the MBDSO

Director. See policy on
Special Incident Review .

Committee.
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REFERENCES:
SUBJECT:

TOPIC:

I. DEFINITION:

PART 624
INCIDENT
MONITORING OP MINOR
INCIDENTS

Ninor Incidents - Incidents that require only first
except where allegations of abuse are made.

II. POLICY:

aid,

Minor incidents shall be recorded on Form 147 I, and reviewed

for trends.

RESPONSIBILITY:

Staff observing or
discovering incident

Program Manager/
Head of Shift

Team Leader

Special Incident
Review Committee

PROCEDURE:

1. Provides or obtains first aid
as necessary.

2. Fills our Form 147 I.

3. Makes entry in DVP 95,
Interdisciplinary Team Notes.

4. Reviews and signs Fotm 147 I,
and forwards to Team Leader.

5. Reviews and signs Form 147 I,
and forwards to Special
Incident Review Committee.

6. Reviews and identifies any
trends or patterns which may
be emerging, and refers to
he MBDSO Director.



OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 3

Incident Reports

UNIT 20

Examples of Abuse and Incidents

Job Context: Incident Report Regulations

Communication Skills: Reading Comprehension; Problem-Solving; Writing Skills

Objectives:
describe how you distinguish between different types of incidents and allegations of abuse
describe how you make decisions regarding incidents and allegations of abuse
improve writing skills

Purpose of Unit

In this unit, students identify examples of abuse and incidents and review classification and
reporting. They will also write to their e-mail partner.

Videotape Material

The video material for this unit is on Tape # 1, Segment 8. It begins at 1:13:39 and ends at
1:18:09.

Learning Activity 1

Students view six videotaped vignettes of incidents or abuse and answer questions on a
worksheet.
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Guidelines for Evaluating Learning Activity 1:

Students will self-correct their work.

Learning Activity 2

Students will send an e-mail message to their e-mail partner.

Guidelines for Evaluating Learning Activity 2:

The purpose of this activity is to continue to foster a relationship between the e-mail partners.
This message will not be copied to you, giving the students the freedom to discuss whatever
they wish with their partner.
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THEME AREA 3, UNIT 20

Supplement

Answer Key

Worksheet for Videotape on Abuse & Incident Examples

Example 1: Psychological Abuse, 147 (A) Allegations of Client Abuse

Example 2: Psychological Abuse, 147 (A) Allegations of Client Abuse

Example 3: Psychological or Physical Abuse, 147 (A) Allegations of Client Abuse

Example 4: Seclusion, 147 (A) Allegations of Client Abuse

Example 5: Neglect, 147 (A) Allegations of Client Abuse

Example 6: Minor Incident *, 147 (I) Incident Report Form, Log Book, N27

* How this is reported may be different in each DDSO.



OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 3

Incident Reports

UNIT 21

Incidents at Your Worksite

Job Context: Reporting Incidents

Communication Skills: Reading Comprehension; Problem-Solving; Writing Skills

Objectives:
review Incident Reports
review written material about Incident Reports
review technical vocabulary through the context
describe how you apply regulations to own practice
improve writing skills writing supportive details

Purpose of Unit

In this unit, students will apply what they have learned so far to their own experience with
incidents at their worksites.

Learning Activities 1 and 2

Students are asked to describe an incident that happened at their own worksite, to state and
justify t1-2 appropriate category for it, and to give the steps they took to report it.

They are then asked to reread the Supplement, Incident Reporting Procedures, included with
this unit. Students will compare the reporting procedures they used to these regulations and
will discuss what they would do differently the next time.

Students will complete this exercise by e-mail.
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Guidelines for Evaluating Learning Activities 1 and 2:

Your comments on this writing exercise should focus on the accuracy of the description (i.e.,
does it address Who? What? When? Where?) and the clarity of their writing. Students are
asked to edit and spell-check their work using the All-In-One system.



OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 3

Incident Reports

UNIT 22

Vocabulary Review (Incident Reports)

Job Context: Understanding Vocabulary Pertaining to Incident Reports

Communication Skills: Vocabulary Development; Reading Comprehension

Objectives:
review vocabulary that appears on Incident Report
use a strategy for understanding vocabulary in context

Purpose of Unit

In this unit, students review the vocabulary that appears on an Incident Report.

Learning Activity

Students are asked to circle the words they don't understand on an Incident Report. They then
make guesses as to the meaning of these words and give the, reasons for their assumptions.
They check their work by looking up the words in a dictionary. They then see if they can find
the word in the context of the Incident Report Regulations they read for Units and 17 and 19.
Finally, they write sentences with five of the words.

Guideline for Evaluating Learning Activity:

You can assess the extent of your students' facility with technical vocabulary by the number of
words they've identified and how close their definitions match the dictionary definitions.
Sentences should be complete and exemplify proper usage of the words.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 3

Incident Reports

UNIT 23

Developing Observational Skills

Job Context: Writing Descriptions of Incidents

Communication Skills: Developing Observational Skills; Writing Descriptions of Incidents

Objectives:
cultivate observational skills
review important components of incident descriptions
review writing descriptions of incidents
check completeness and accuracy of own descriptions
improve writing skills

Purpose of Unit

In this unit, students develop their observational skills beginning with a simple setting and
ending with a more complex scene. Units 23 and 24 use the same video segment. Some of
the activities students complete for Unit 24 will refer to work done for Unit 23.

Videotape Material

The videc material for this unit is on Tape # 1, Segment 9. It begins at 1:18:09 and ends at
1:29:29.
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Learning Activity 1

Students will jot down their thoughts on what would be important to include in a description of-
the room they are in.

Learning Activities 2 and 3

Students are asked to write a description of two scenes they view on videotape: an outdoor
scene and a dining area. They check their descriptions against a list to be sure they've
included all the important details.

Guidelines for Evaluating Learning Activities:

Check to see if descriptions are thorough and include all pertinent details. The checklists for
Sections 1 and 2 of Segment 91 are on the following pages.

Courtesy of New York State Office of Mental Retardation and Developmental Disabilities, Bureau of
Public Affairs.
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THEME AREA 3, UNIT 23

Supplement

Segment 9, Section 1 : Checklist for Outdoor Scene

1ST & 2ND VIEWING 3RD VIEWING

73

building with 3
dark windows

trees along a curved
road

walking path

driveway parallel to
walking path

valley of trees in
background

indiv. walking quickly
along driveway

passes other indiv.
following 1st person &
indiv. leaves screen

playground/picnic area

swing set



1ST & 2ND VIEWING 3RD VIEWING
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merry-go-round--self-
spin, beige, rectangular
handles

redwood picnic table

stack of stones

green lawn

thinly spread out trees
in background

bald spot in grass in
foreground



THEME AREA 3, UNIT 23

Supplement

Segment 9, Section 2 : Checklist for Dining Area

1ST & 2ND VIEWING 3RD VIEWING

75

2-part dining room

back section--2 people
sitting at the table

front section--empty
dining table

partial view of table

3 chairs

beige table cloth

white flowers in
center of table

wood china cabinet
to the left

plates are upright on
shelves



1ST & 2ND VIEWING 3RD VIEWING
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mural of trees hangs
on dining wall

two small pictures to
left of mural

light fixtures in line
along hallway from

one dining area to
another



OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 3

Incident Reports

UNIT 24

More on Observation

Job Context: Writing Descriptions Of Incidents

Communication Skills: Developing Observational Skills; Writing Descriptions of Incidents;
Note-Taking Skills

Objectives:
practice note-taking skills
cultivate observational skills
review important components of incident descriptions
review writing descriptions of incidents
check completeness and accuracy of own descriptions
improve writing skills write a detailed description

Purpose of Unit

In this unit, students continue work on developing their observational skills.

Videotape Material

The vide.; material for this unit is the same videotape used in Unit 23 Tape # 1, Segment 9.

It begins at 1:18:09 and ends at 1:29:29. Students will be working with Section 3 (1:23:19

1:27:12) and Section 4 (1:27:13 1:29:29).
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Learning Activity 1

Students will take notes as they view a segment of the tape where Joe, a Direct Care Worker,
is talking about meal procedures. They will then check on Supplement 1 the procedures
they've included in their notes. They will view the tape again and put an X next to the ones
they missed when they hear them on the tape.

Learning Activity 2

Students will view a dining activity and check off, on Supplement 1, the procedures that take
place. They check their work against an answer key (Supplement 2).

Learning Activity 3

Students are asked to evaluate their performance on the Learning Activities in this unit and
Unit 23.

Guidelines for Evaluating Learning Activities 1, 2, and 3:

In these activities, students have checked and evaluated their own work.

Learning Activity 4

Students are asked to write a description of dinner time at their site and e-mail it to their e-mail
partner.

Guidelines for Evaluating Learning Activity 4:

Completion of this unit marks the end of the first quarter of the Study Guide materials. When
reviewing written work for this Learning Activity and the Learning Activities that follow,
students should be responsible for the writing skills they reviewed up to this point in Units 11
and 12 and that include the following:

Are n_tes accurate and specific?
Is all pertinent information included?
Are accepted abbreviations used?
Are sentences well-written and clear?
Is spelling correct?
Is purpose clear?
Are ideas organized and is main message clear?
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Has audience been identified?
Have trite or pretentious phrases been eliminated?
Have redundant words and phrases been eliminated?
Have phrases which state the obvious been eliminated?
Has the person changed in the course of a sentence?
Are the subject and the verb in a sentence consistent in number?
Is the tense the same throughout the writing?
Is the voice the same within a sentence?
Has student used the active voice whenever possible?
Have commas been used correctly?

Learning Activity 5

Students are asked to practice being good observers in their daily lives.
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THEME AREA 3, UNIT 24

Supplement 1

Joe's Comments on Meal Procedure

Included in Notes Procedures Appears on Videotape
Section 3 (Dining
Activity)

modified cafeteria style

kitchen workers
prepare food, set up trays,
put on cart

DA presents tray to
client

if client is blind, leave
meal on tray

if client is not blind,
DA serves--similar to
meal in outside society

goals and objectives in
meal, ex.--sign eat, don't
eat with fingers

make atmosphere as
homelike as possible-
talk, kid with them

DAs don't eat with
clients
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THEME AREA 3, UNIT 24

Supplement 2

What Procedures Are Followed in Dining Room--Segment 9, Section 41

Joe brings tray and empties it for individual

Joe carries on conversations with individuals

Workers serve cafeteria style

Joe brings tea to serve individuals

Some individuals have trays (Blind individuals)

Affairs.
Courtesy of New York State Office of Mental Retardation and Developmental Disabilities, Bureau of Public
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 4

Incident Reports, Part Two

UNIT 25

Filling Out Incident Report Forms

Job Context: Filling Out Incident Reports

Communication Skills: Following Written Directions; Understanding Categories on Forms;
Reading Comprehension; Filling in an Incident Report

Objectives:
follow directions on an Incident Report
review categories on Incident Report
review written material on Incident Reports
review procedure for checking completeness and accuracy of Incident Reports
complete an Incident Report form

Purpose of Unit

This unit begins a series of advanced Learning Activities on Incident Reports. In this unit
students review the steps in completing an Incident Report form.

Learning Activity 1

Students review instructions on how to complete Incident Report forms. They will underline
anything that is unclear and discuss it with you in an e-mail message.

Learning Activity 2

Students will practice completing an Incident Report using two case descriptions. They will
then check their work against the answer key provided.
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Guidelines for Evaluating Learning Activities:

Students will self-correct their own work. They will send you an e-mail letter telling you
about their work on this unit and posing any questions they want answered.
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INSTRUCTIONS FOR COMPLETING INCIDENT REPORT FORMS

# 1 - 5 Fill in information about your agency.

# 6 - 7 Some sites ask the designated staff to leave these boxes blank to be
completed by a supervisor who will make the judgement of wheth.:x it is
a serious incident or not based on the content of the report.

# 8 - 10 Basic client information.

# 11 - 13 Additional client information to be found in client's files.

# 14 - 16 When the incident took place; who was present.

# 17 - 20 Information about type of incident.

# 18 If you answer yes to this, you have to complete the reverse side of Form
147(I): Allegation of Clent Abuse Form 147(A).

# 20 You can check off as many boxes as apply. If you mark off box 1,
Action of Client, you must complete #23.

# 21 - 22

# 23

# 24

Information about the location of the incident.

Complete only if Box #1 in item 20 was marked.

Asks for what corrective actions were taken. Check off as many as
apply and provide additional detail if necessary.

# 25 Description of Incident. This should be detailed and complete so that
someone who was not present can clearly understand what happened.
Include Who? What? When? Where? Include information about any first
aid given.

# 26 - 25

# 30

# 31 - 32

Asks for information about the client's residence.

Person completing this part of the form prints his or her name and title,
provides his or her signature, and the date.

The rest of the form is completed by others at OMRDD.
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OMRDD /REACH /CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 4

Incident Reports, Part Two

UNIT 26

Recognizing Errors in Incident Reports

Job Context: Filling Out Incident Reports

Communication Skills: Following Directions; Understanding Categories on Forms;
Reading Comprehension; Filling in an Incident Report

Objectives:
review written material on Incident Reports
review procedure for checking completeness and accuracy of Incident Reports
detect and correct errors in an Incident Report

Purpose of Unit

In this unit, students will practice recognizing when an Incident Report is filled out accurately
and completely. They will also review how to check their reports to see if they are completed
correctly.

Learning Activities 1 and 2

Students are asked to review a sample Incident Report to determine if it is filled out correctly.
They will make a list of everything that should be changed to make the Report more accurate
and complete. Then they will answer questions about the Report.

Guidelines for Evaluating Learning Activities 1 and 2:

Check student's list of things that should be changed against the sample Incident Report to see
if the changes make sense. Answers to the Question Sheet are provided below.
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Learning Activity 3

Students are asked to use the checklists provided to review an Incident Report they have
completed on the job to see if it is complete, clear, and accurate.

Guidelines for Evaluating Learning Activity 3:

Only those students.who have completed an Incident Report on their job will be able to
complete this activity.
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This is not a serious t47.
On interview of staff, --- is
now back to former P/CA behavior
which we have not seen since
she came to us.

A Part III will be completed with
program review at QLC on 7/13/94.

SUPPLEMENT I

Fog,. OUR SA (4.78)

TO:

STATE OF NEW YORK
OFFICE OF MENTAL RETARDATION AND

DEVELOPMENTAL DISABILITIES

FROM:

Su b i.ct: ga_szki_k, / 5/7

AS REQUESTED DATE.

FOR YOUR COMMENTS FOR YOUR INFORMATION

FOR YOUR APPROVAL NOTE & RETURN

TAKE APPROPRIATE ACTION NOTE & FILE

CALL ME FOR YOUR SIGNATURE'

SEE ME

/i" ").L.16.4". a.. 412.4-1-121-,

,.4AAA. ',4111.4)

4.0 pn.y144,( 10,c. A 6-L-1...4.7

/A-4...v 4.124,...-

ALL' /4-41-""2" iv 144.
5-4.1 io<P1

44.A.L.J 0..4- 0

Chttli ?LAI. CL4-41-1A4,-
and has passed in.stool 4/A

She is being monitore

part of diaper.
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SUPPLEMENT I

GENCY

REPORTABLE
I INCIDENT t),<Ct

Form OMR 14:

REPORTING PORI

FACILITY NAME j,

4,1rACISJTY ADO ES4

PROGRAM TYPE
...s:czyjeL

S. IS Yetis .<ra
SERIOUS
INCIDENT 2 0 No

7 T swssIErl
1

12-
( All Which Apply)

Moderate Severe

1 6 Communication
2 0 7 inovioenoent Living
3 8 Learning
4 9 Mobility
5 10 Self Direction

. 70 et COSIPtETED BY STr, OE 5:GRATED tll acttacy MILKY

DEVEL MENTAL DISABILITY
1 MR 2 Mild 4 Severe

3 moderate 5 Profound

)9. AGE 110. SEX

r?? b--11/2-1 0 M

C.P.
7 Epilepsy
8 Autism
9 Neurological impairment

(Specify in N35)

2

13. MEDICATION REGIMEN OFD

I None 6
2 Antibiotic Only 7

3 PsYcnotrOrtic Only 8
Antlepileptic Only 9

5 Antibiotic- 10
PsycnotrOpiC

One Only)

Antibiotic AntiepileptiC
Psycnotropic-Anneoileotic
Psychtropic-A.ntiepileptic-

Antibiotic
0 Other

Missing

1 0 Observed 2 IKOiscovered !r7 / is // 00
Mo. Day

2..44 , Time of InClOont
Am 15. Number of Clients Present at14. DATE TIME OF INCI_EDIT:

17. CLASSIFICATION OF INCIDENT (X One) Id. la this inch:ion also case of Suspected
Client abuse?

I Injury
2 Leave Without Consent
3 D.atn
4 Restraint
5 Medication Error
6 Possible Criminal ACT
7 Sensitive Situation

1 Yes
2 No

If "yes- complete re-verse side.

19. Was thls sudden or U I Death?

py,al
2 No

16. Number of Employees Present
at Time of Ineldent2

20. CAUSES OF INCIDENT (X All Which Apply)

1 Action of Client Mee an) 8

2 Physical Handicap
3 Seizure/Fainting
a Fall
5 Use of Restraint
6 Actions of Other Client
7 .1:1-iections of Employee

9

10

11

12

13

14

0 Actions of visitor
Cri Intoxication

Drug Misuse
Hazardousrd0;..irseCoeonnyditions onO Facility
Faulty. Inadequate or
lnna,PnOoropnate Equip.
Unknown

O Other (Specify in 1251
21. LOCATION OF INCIDENT: 1 22. SPECIFIC LOCATION

1 0 Living Room 3 Cicnen 5 Oman ...sly 7 pining Room Illacreation area./Room 11 Unarm."
2 ..rolegoroorn Batnroorn 15 Si...case a Program Room 10 Off Facility Property 12 Omer f5soerly 1/125

1 erirr000rs 2 Outdoors

I 23. CLIENTS ACTIONS (X On. Only If Box 01
In Item 20 was marked)

1 Self Abusive
2 Assaultive
3 Provocative
4 ..0.4at*Pi0entai
5 Other (Specify in 025)

24. wNAj CORRECTIVE OR OTHER ACTIONS HAVE BEEN TAKEN7 1 \ k ci 4.4

Oth.r (Explain -i V\ --Ck.\1, c.;\I medical Treatment
2 0 Client Reiocateo
3 Staff ROIOCatil0

Maintenance Request
5 Plan Modification
6 Client Observation
7 Client Supervision

25. DESCRIPTION OF INCIDENT: If report is comoieteo by person other Inan inOiviOual with fifst knowledge of situation. attain written moon 01 that
person and moons from any airier persons involvisc. (1) Descnoe incident. and include address it different from 2/A or 26. (2) Give names of witness'
and others inwomeo. (3) Specify first aid if given).

4#.%. 44jekl 7-614;Fidc 6iN5,.-e.e.,0/4.7,,,,4..70ir Ai, 7w,2(

40'
(Continue on separate sheet if necessary)

:28. CLIENTS RESIDENTIAL ADDRESS (II dIllerent than 82 a, 4 aiScryrt) 27. 0050 211. TYPE 3 C SOICY e IT
t soCK 0 vOiCr 7 OC
2 vocal s Other

29. CLIENTS PREsrarr r1CATION Of Oftlerent horn residence)

30 moo scr...a4,4ME OIL4Hula ..ASCC111470111NG PART A

31!Pankrr NAME OF PERSON carIFLEImdc REVIEW

SIGNATURE

T

; TITLE

m

SIORIURE

roa*TuRE

'RAW S Te tag Compilwa 4yotrwearsenuot execaliroffirm-smwswirar--

DATE

DATE

!GATE

PART. C - .To So Completed Se Ihdrin030Oot RIVIorwr COCO011eas

32. Woe Dos intorwurion inacetarste or evearrhesonf?
1 Yes - If "Yes-. Specify y on adacrwox anew
2 0 No

SIGNATURE I DATE

BEST COPY AVAiLA 9LE 88
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Supplement 1

24. Dr. D--- notified that --- ate a whole diaper torn in pieces. Small sections found. She is
to be monitored for obstructions closely. Presently abd. soft and no distress noted. Staff
to monitor stools.

RN II

25. Found in bed on rounds eating a attend. Consumed large amount. RN notified. MD
notified.
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THEME AREA 4, UNIT 26

Supplement 2. Questionnaire

Answer Key

1. A serious incident is an injury that results in the admission of the individual to a hospital
or infirmary. The incident was not severe enough to warrant that action.

2. These items are left blank because none of the choices applies to this individual.

3. The hour box should just include the number 11. There is a check-off for PM on the
right.

4. This box should be completed. If no clients are present at the time of incident a zero
should be put in this box.

5. Yes. Injury.

6. Box #2, "No."

7. No. Box 1 should be checked.

8. This box should only be checked if box 1 on item #20 is checked. If not (on this report
box 1 was not checked) this item should be left blank.

9. This is a good example of why clear handwriting is important. It is impossible to
understand what is written in item #24. People who need to know this information will
not receive it or will misunderstand it.

10. No.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 4

Incident Reports, Part Two

UNIT 27

Vocabulary Review (Incident Reports)

Job Context: Understanding Vocabulary Pertaining to Incident Reports

Communication Skills: Vocabulary Development; Reading Comprehension

Objectives:
review vocabulary pertaining to Incident Report form
employ a system for learning new technical vocabulary

Purpose of Unit

In this unit students review technical vocabulary that is pertinent to Incident Reports.

Learning Activity 1

Students review a glossary of terms related to incidents and Incident Reports. Then they
complete the question sheet.

.Learning Activity 2

Students are reminded to keep track of any technical vocabulary they come across on the job
and don't understand by keeping vocabulary cards. They are told they can look up the words
in their dictionary or trade words with their e-mail partner.

Guidelines for Evaluating Learning Activities:

An answer key is provided on the next page.
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THEME AREA 4, UNIT 27

Glossary Question Sheet

Answer Key

1. Only within the context of a planned behavior-modifying program.

2. Yes.

3. Student will provide answers from own experience.

4. The central office administration of OMRDD.

5. Four of the following:
client identification data
diagnostic reports
assessments
service plans
medical data
activity schedules
interdisciplinary team meeting and reports
staff action records
information on efforts to place clients in a less restrictive level of programming

6. No.

7. Medical safeguard device which controls movement, prescribed by physician for
limited period

Physical safeguard -- device which inhibits movement, to ensure safety, ongoing use,
part of Individual Program Plan

8: Isolation -- a form of seclusion intended to minimize sensory stimulation' by the
sterility of the environmental design. Prohibited by OMRDD.

Seclusion placement of a client in a secured room or area from which he or she
cannot leave at will. A form of client abuse.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 4

Incident Reports, Part Two

UNIT 28

Granunar Review

Job Context: Accurately Completing Incident Reports

Communication Skills: Improving Grammatical Skills; Writing Skills

Objectives: .

review subject-verb agreement
detect and correct grammatical errors
practice writing skills

Purpose of Unit

Throughout this Study Guide are units that will review basic grammar rules to help improve
students' writing. This unit reviews agreement of subject and verb.

Learning Activity 1

Students will read the section in their Writing Skills Handbook on subject and verb
agreement. They will then answer the questions in their worksheet packet.

Guidelines for Evaluating Learning Activity 1:

The Answer Key to the questions is in your packet of Writing Skills Handbook answer keys.
The sheet is labeled 2: Verbs. The answers are for 2b, First Set, and 2b, Second Set.
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Learning Activity 2

Students are asked to e-mail a message to their e-mail partner with a copy to you in which they
describe an individual they work with or a co-worker. They are asked to check their writing to
see if the subjects and verbs agree.

Guidelines for Evaluating Learning Activity, 2:

Check your student's writing to see if the subjects and verbs agree.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 4

Incident Reports, Part Two

UNIT 29

Writing Descriptions from Observations

Job Context: Writing Descriptions of Incidents (Incident Report Form 147(I), #25)

Communication Skills: Developing Observational Skills; Writing skills; Writing
Descriptions

Objectives:
cultivate observational skills
recognize important components of incident description
critique incident descriptions
practice writing descriptions
check completeness and accuracy of own descriptions

Purpose of Unit

Item #25 on the Incident Report Form 147(I) asks for a description of the incident. This unit
gives students practice in writing descriptions from observations.

Videotape Material

Video m:terial for this unit is on Tape # 1, Segment 10, beginning at 1:29:35 and ending at
1:41:56.

Learning Activities 1 and 2

Students view a videotape segment of 2 activities in a Developmental Center: baseball, and
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arts and crafts.

Students are asked to take notes on their viewings and expand their notes on subsequent
viewings. They will then write a description of each activity.

Students will edit their work. They will check to be sure that what they are observing is what
they actually observed and not an interpretation.

Guidelines for Evaluating Learning Activities 1 and 2:

A list of things that may be included in your student's descriptions is on the next page.

The main purpose of this activity is for students to write a description that is objective. Check
to be sure that they have written what actually occurs on the tape without interpretation or
inference.

96



THEME AREA 4, UNIT 29

Description Guide

The following may be included in your student's description.

Baseball Activity
Joe throws ball
Joe gives ball to individual to throw
5 6 people in the room with Joe
individual in wheelchair trying to hit ball with bat
garbage pan with ball in foreground
man in background sitting on couch, holding collar
description of facility
staff person helps man in wheelchair swing bat
individuals take turns throwing ball and batting
batter switches to different individual
second batter having difficulty swinging bat
Joe retrieves ball for individuals
people are passing through the room in the background

Arts and Crafts Activity
man painting purple painting
individuals sitting around a table
three staff people helping
individual in striped shirt rocking, flailing around
background noise individual in distress
description of Direct Care Worker
bowl in center of table to clean brushes
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 4

Incident Reports, Part Two

UNIT 30

Writing Descriptions of Incidents

Job Context: Writing Descriptions of Incidents (Incident Report Form 147(I), #25)

Communication Skills: Reading Comprehension; Writing Skills; Writing Descriptions of
Incidents

Objectives:
recognize important components of incident description
practice writing descriptions of incidents
review procedure for checking completeness and accuracy of own descriptions
focus on correct capitalization and spelling

Purpose of Unit

In this unit students will practice writing descriptions of incidents as required for Item #25 of
the Incident Report Form 147(I).

Learning Activity

Students are given four Injury Intervention forms which contain information needed to write a
description of the incident. Students are asked to e-mail a description for each of these
incidents to you.

Guidelines for Evaluating Learning Activity:

Descriptions should contain observations without interpretation or inference. Descriptions
should be complete, including all of the pertinent information provided such as first aid given.
Copies of the Injury Intervention forms are in the Supplement to this unit. Pay careful
attention to students' use of capitalization and spelling.

98

1 22



4111-411PART I: INJURY

Incident

S.T. E. P.S. INJURY -INTERVENTION FORM

1. Time the injuny occunned on was bound:

2. Location oi occuntence:

3. Peazon who °bee/wed on iou the injun. :

4. DeAcaii2e. the INJURY:

5. Ib the injuty was OBSERVED, descnibe the hitIlation and events leading to the injury:

6. 7i the injuty ura2 FOUND,Ac4cnibe the zituafion:

CL. >eUer4-3-e-41-'\^k `14-44e-0

7. Aitea the injuny occunned on waa bound, descaibe aC,E ACTIO taken: medgicaitut aid
intctventiqn.6, notir .ona othea.6:

D ntV Sr4-4.
(1.(1)41-.*

.ncrL (-2,57:D

YART : WANDERING:

1. Length oi time the peazon was

2. Location oi occurcaence:

CUE171g44i!9 04'

unaccounted ion: 1--GLAZ fF

HHD

'FAA. le\ f4-IL'r.

3. Ducnibe the zituation, nctude whene the pennon coca bound, who bound the penzon, any
telated events on ciAcumetance.s, any pozAble aeazon how/why

t.

NOTIFICATION:

stVt.A,eugtA
telbd'

'',(1,a7t)

1. PLEASE make an entry .CA the pitogiceA4 not 4C.C.Z.C4ft Oi the perceon'A Aeca

the ocauaaence.

2. PLEASEinaLude the inionmation in hitit 4epoitt.

3. Fite the completed 160AM in the Unit Communization Book.
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Incident #1

1. 8:15 PM

2. girls' bathroom

4. bruising at base of first three toes, right foot

6. Injury found at shower time when shoes removed.

7. I examined feet while client in bed. MD notified. She recommended no ambulation until
AM and analgesic Tylenol 650 mg given at 4PM and 8PM. Large note on blackboard
telling night staff to toilet her in wheelchair and not to allow her out of bed unassisted.
F/u in AM.

--reviewed x-ray done following day fracture noted.
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"'PART I: INJUR

7. Time the injuty occutted 04 4124 iound: 114Wi Ya490a/ 8P

2. Location oi occuAence:

3. Peroon who observed 04 sound the

Incident d2

S.T.E.P.S. -INJURY -INTERVENTION FORM

Unit: Date: 7//'7/9'/

Iffilar.r-11111111=11111 ,fv,

4. DeActibe the INJURY: Aapte,66 ,d/kaie 4&64.4,6 ,

S. Ii the injuay ACA OBSERVED, describe the A.ituation and eventa tending to the injuty:

6. I the injuty wan FOUND, deAcaibe the Aituation:

7. Aitea the £njwty °cc:mated ot urta Sound, deactibe aU ACTIONS taken: medicat/iitAt did

intzavintionA, notiiicati.ona, otheta:ec .

4tzelocii 4021zic6 .er cY, 4/,

°PART II: WANDERING:

7. Length oi time the peaAon was unaccounted Son:

2. Location of occuttence:

3. DeActibe the situation, inctude whete the petAon wan Sound, who Sound the petAon, any

*Voted events ot c4AcumstanceA, any poAAibte AtaAon haw /why the peAAon tuandeted:

NOTIFICATION:

7. PLEASE mkt an catty in the ploptA4 matt notion oi tht WAORIA Atto4d, Ausimmizime

the OCCU44LACt.

2. PLEASE include tht inioAmation Ahiit 4447/11:.

3. Fitt the comptettd iout in tht Unit Communization look.

Uanotuxt o pe4404-comptetiA4
Tittt

EST COPY AVAILABLE
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Incident #2

1. During shower at 8PM

2. Bathroom

4. Scratched self and reopened bruise on forehead.

7. pressure applied to stop bleeding. Betadine applied by LPN.



46.PART lz INJURY

7. Time the injuay occult/Ltd on um4 bound: Spin act. "P//c//f

2. Location oi occuaatnceao-ip

Incident 43

S.T.E.P.S. INJURY -INTERVENTION FORM

unzt:51- vgat: /0- /5- 9AL

&77-4 Vt:42.61.16 1.))4Xlikfil poci
3. PLOWn who observed 04 found the 4,4day:111111111!

4. Ve4cAibe the INJURY:

5. 16 the .InjulLy Acz OBSERVED, deacaibe the 4itdation and event4 Leading to the injuay:?

6. 76 the injuty wa4 FOUND, ducitibe the 4ituation://tAl.d 1,14w4"j
4:774-17°D4. .1;ni.iat i-t4,414. ,--na.7%-,44-,4, /44i j- til-t3a.,-.14.1/-0 ii-4( 4")`42-k

UAL44kL) 41,$,4_164, f4Zi) V

7. Aitea the injuxy occurred at W124 bound, deacaibe at ACTIONS taken: medicat/iiaet aid

intl2vention4, notiiicationa, otheao:

60.1"1-- 77,e.J-, 4'-ui--
ax.44--, AtsLe-- O./ ) /au- /1-6/2.14-1:(P1424' 1

, `

k ---7-4:- 14,44.) OltWillutirr,-- A4-4e14±41--qA-47-1-,-d
I-111'4-7 444-1-AL0-4",4J[4.

01:...44:ti,a_740

Al"..-2g.La..-F.-- P.14.'-,:iiJo 4.-ezt2 .:Z--d-4-L-ck -6-;" -6 5E0 ,P.i-sds.-2.Pri if,..metz..-.±.1v4d.d.r.,4,..r,227,
r 4/-

4111

PART II: WANDERING:

7. Length o6 time the peaAon W44 unaccounted 604:

2. Location oi occuatence:

3. Ve4cAihe the 4itdat:i4n, .include wheat the pennon MA found, who bound the pennon, any

VI'
related eventA 04 ciacamAtance4, any po44i134e ata4on how/why the pea.son wandeted:

<)i5
vsoi

NOTIFICATION:

7. PLEASE make an truly in the paogte44 note 4etton 1,6 the pea4on'4
the 0=44/Att.

(

2. PLEASE include the inioamation in 4hiit atpo4L.r 3. Fill the compUted ionm in the Unit Coomunir.ation So
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Incident #3

1. 8PM at 10/14/94

2. Doorway of individual's bedroom. "Pod" A

4. no noted injury

6. Heard unusual yelling coming from Pod A. OA individual found lying on back (continued
yelling; angrily) in what appeared to be urine and/or H2O.

7. Individual was checked out -- when asked was she ok, she replied: "yes!" She was three
person assisted from floor whereas she ambulated to bed with one person assist with no
c/o pain of any sort. No med. intervention required.

x-rays 10/15 and 10/17 all reg.
alarm monitor at bedside

Notification

3. questionable right ankle fracture. F/u on Monday if unimproved.
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Incident 44

S.T.E.P.S. INJURY -INTERVENTION FORM

"- Unit: paw 7/74 ef

PART I: INJURY

1. Time the injuty octutted OA anal .

2. Location 126 octet tense:

3. PetAon who obAmed OA Found the injuAy:

4. Deautibe the INJURY: j44//

2_

b/

A -rd-P s

5. Ii the injuAy um4 OBSERVED, deAcAbe the zituation and eventA leading to the injuity:

h. Ii the injulty & FOUND, deAcAibe the Aituation:

7. AiteA the infum occuAAed on 1412.6 bound, deAcAibe all ACTIONS taken: medical/Pr-At did
intlwentionA, notiiicationA, othenA: fro71,74;,/ Ae, pe-

AI!, PART II: WANDERING:

111, 1. Length oi time the penAon glaA unaccounted 04:

2. Location oi occuttente:

3. DeAcAibe the Aitmaion, include whe..te the penzon woz bound, 1064 bound the peon, any
Aaated events 04 cincumstanceA, any ppAAible Mason how/why the peAAon wandeted:

NOTIFICATION:

1. PLEASE mite an catty in the pnogneAA note. Aettion oi the PC44041 Atf-0444 Among/tiling
tAtOCP-SLOLUJIC.t.

2. PLEASE include the inionmation in Ahiit

3. fat the etnipated jam ix the Unit Cosouxication Book.

4111 lismatuu qi mum: compatise tato

Oh 9
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1. 8P

3. Found during shower by right wall

4. small abrasion top of right shoulder

7. notified RN no first aid needed

Incident #4
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 4

Incident Reports, Part Two

UNIT 31

Necessary Information in an Incident Report

Job Context: Filling Out Incident Reports

Communication Skills: Following Written Directions; Understanding Categories on Forms;
Filling in an Incident Report

Objectives:
follow directions on an Incident Report
review categories on Incident Report
complete an Incident Report form

Purpose of Unit

This unit will review the information that should be included in an Incident Report.

Videotape Material

The video material for this unit is on Tape # 1, Segment 11, beginning at 1:42:02 and ending
at 1:44:24.

Learning Activity 1

Students will view a videotape segment in which a Direct Care Worker and an individual are
talking about an incident that the individual observed.

They will make a list of the things mentioned that are important to include in an Incident
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Report form. They will also make a list of information that is still needed for an Incident
Report form.

Learning Activity 2

Students will complete a blank Incident Report form with the information they listed from the
videotape. They will then circle the sections on the report where information is not pro-. ided.
Finally, they will turn to their list of infOrmation that is still needed for an Incident Report
form and confirm this list against the actual Incident Report form.

Guidelines for Evaluating Learning Activities:

On the next page is a list of information on the videotape that would be included on an
Incident Report form. Check the student's work to be sure they included these points.
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THEME AREA 4, UNIT 31

Information on Tape that Would be Included on an Incident Report

name of individual

he fell down

he cut himself

3/4 inch laceration from falling

put bandage on
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 4

Incident Reports, Part Two

UNIT 32

Practicing Filling Out Incident Reports

Job Context: Filling Out Incident Reports

Communication Skills: Following Written Directions; Understanding Categories on Forms;
Filling in an Incident Report

Objectives:
follow directions on an Incident Report
review categories on Incident Report
complete an Incident Report form

Purpose of Unit

For this unit students will put together all the elements of Incident Reports that they have
reviewed. They will practice filling out a complete Incident Report form.

Learning Activities 1 and 2

Students are given descriptions of two incidents. They are asked to write down any
information that they think would be important to include in an Incident Report. They then
complete an Incident Report form for each incident.

Guidelines for Evaluating Learning Activities 1 and 2:

On the next page is a completed Incident Report form for each of the two incidents. Students'
Incident Report forms should contain all of the information that is on this completed form.
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Theme Area 4, Unit 32 Answer Key: Incident I

1. AGENCY: OmPOO 2. FACILITY1 QMIIMMIr
3. PROGRAM TYPE:

INCIDENT I
4. FACILITY ADDRESS: REPORTING FORS/

3. PHONE: INCiDCNT a: r I
0g I I 00

A.. TO OK COMPLETED ST ItTitlf 01111441MATED At AdZWXY MUG"

S. CLIENTS NAME (Last. First) . 9. AGE .10. SEX I 11. CLIENT I.D. NO. -

-73 il .c G / -1e cl I
i 1 32IM 2 OF I
i 1

12. ADAPTIVE BEHAVIOR DEFICITS :DEVELOPMENTAL DISABILITY
( % All Which Apply)

1 1 MR 2 Mild 4 Severe
moderate Severe

1 8 Communication I
3 Moderate 5 Protound

2 7 Independent Living I 6 C.P.

3 8 r Learning i 7 Epilepsy

4 0 9 Mobility I 8 Autism
5 10 Sett 'IDrection 9 Neurological Impairment

(Specify in 535)

13. MEDICATION REGIMEN OF CLIENT (X One Only)

t None 6 Antibiotic Arnim:Met:Mc
2 Antibiotic Only 7 0 Psychotropic-Antiepiieptic
3 Plycnotropic Only 6 P9ychtropicAntiemleolic-
4 Antiepileptic Only a CI Antibiotic

' I...., Other
5 Antibiotic

to MissingPSychotrocic

II. DATE a TIME OF INCIDENT: I Mo. I Day Year I Hour

1 Observed 2 0(Discovered b 14101 I qlq 1 1

Min. AM( 15. Number of Clients Present at
Pm I

Time of Incident
I I

i 18. Number of Employees Present

I

at Ilme of Incident

17. CLASSIFICATION OF INCIDENT (X One)

1 Iniury
2 Leave Without Consent
3 Death

Restraint

9$. Is this incident stets ease of Suspected ; 20. CAUSES OF INCIDENT (X All which Apply)
Client same?

i1 yea
) 1 Action of Client ism 231 8 Actions of VisitorV

2 No
1 2 PhvaicAi Handicap 9 Intoxication

if -yea' complete reverse side. 3 Seizure/Fainting 10 Drug Misuse
4 0 Fall )....., Hazardous Conditions on

II Facility Property
5 Medication Error 1 III. Was Ilea sudden or Unusual Death? I 5 Use of Restraint 12 Faulty. Ina0etsuaie or
6 Possible Criminal Act I

i 1 yea i 8 0 Actions Cl Other Client inappropriate Epuits.
7 qsensiti. situation I 2 gi No i 7 gActions of Employee 13 Unknown

I
14 Other (Specify in 525)

21. LOCATION OF INCIDENT: i 22. SPECIFIC LOCATION
I I...mg Aeon, 3 Kite/Mtn 5 14agtingy 7 Dining Poem 9 Recreation AremPoomi II )51 u...........

I V Indoors 2 Outdoors I 2 Bedroom 4 Painregrn 6 Staircase a Program Room ii3 Ott Facility iiirgga,,, 17 other /Speedy . 251

23. CLIENTS ACTIONS (X One Only If Boa 51
In Item 20 was masted)

1 Self Abusive
2 Assauitive
3 0 Provocative
a Accidental
5 0 Other (Specify in r251

24. WHAT CORRECTIVE OR OTHER ACTIONS HAVE BEEN TAKEN?

1 Medical Treatment Other (Explain):
2 0 Client Relocated I

i

3 Staff Relocated "--17/' 1 t..t-C d Q.-raf .p. r.+:3.) Ira. 9 i e 1 on
0 Maintenance Reduest '? et) FIG!" c..vr !Di le c, itc,e, d Lich eiji,1 L,,, j, aq-

5 Plan Modification
6 C3 Client Observation ID)? ri-14 1-"CS akps ,54 rctraitted D kl 1 01 p i4/8/1910:7180

7 0 Client Supervision Of 6-cJ 1 a IA or' 40.45 Ear' res) dent 5 o h kis cc); PI Cy
../ .

25. DESCRIPTION OF INCIDENT: It report is completed by person other than inOividuril with first knowledge of situation attach written rem! 01 that
person. and reports trOrn any other persons involved ( I ) Describe incident. ancl include address if different ',PT 2/4 or 26 (2) Give names of vriinesss
and others involved. (31 Specify tint aid (if given). 141 c.a.11 Iron-,

4.1.4

7dxy 17.-c-ia...C"..).' Air. --"-,) OM 4 C f C Se SS c cl ci crPyri-Dri 51"..A..±-ce 1 s 4,11-.5 al) DJ- Mr. macscf
, L

Finn
k i u . . i al lc r -7--c n 4 5 f r- ./ r h i i 4 . 4 . -1 e 4 1 c 4- 0 4 cic. re ; p co C.,.. -1-93 NI A.- IBA e-s) sc.1-car," i.fer i nello di AA

die-4 c±-1 v c -tc:. n 564 frill'. s±,4 a+ -n.,_ proira. _G47,4 j -1,A_I- NI r. vanes L.,.. az f:),..113/
'E. nai. ti +L. pi otC A to +4 ,- gltl..F., I

(Continue on separate sheet it necessary)

28. CLIENTS RESIOENTIAL ADDRESS (If different than a2 II 4 above) 27. 0050 211. TYPE 1 SOICF 6 Fc
I SOCA a 101 vOiCr 7 OC

I

2 0 vOCP 5 011 Omer

29. CLIENTS PRESENT LOCATION (If dinemint from residence,

30. PRINT NAME OF PERSON COMPLETING PART A TITLE SIGNATURE . BATE
I

31. PRINT NAME OF PERSON COMPLETING REVIEW TITLE SIGNATURE DATE
i

PART 0 To Pe comweours try OfracteurChier Executhe Offtoer AtImPleirfeer

SIGNATURE DATE

PART C To Be Completed By W. inamMot Reoes Commodes

32. was this intents/Rion inaccurate or insufficient? SIGNATURE
I Yes it "yes'. Specify on attached sneet
2. 0 No
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Answer Key: Incident I (coni'd

AGENCY: OMRDO 2. FACILITY NAME: ODOSO/ BFOC -

PROGRAM TYPE:

. FACILITY ADDRESS:

BFOC 147A

ALLEGATION OF
. CLIENT ABUSE

A
PHONE: NCIDCNT

A. TO MI COMPLETED ISY IIIT Arlr (OTHER THAN As of MaasaytD IN a4SESICY POLICY

CLIENT'S NAME (Laat. First) : II. AGE 110. SEX I 11. Allegadon Reference No.

71;101C4 / YeCU I I 1 Z 4.4 2 OF
Z. ADAPTIVE BEHAVIOR DEFICITS i DEVELOPMENTAL DISABILITY 13. MEDICATION REGIMEN OF CLIENT (X One Om?)

(X AM Which Apply)
1 1

Moderate Severe
MR 2 Mild 4 Severe 1 1 None 6 Antibiotic Antiepileptic.3 0 Moderate 5 Profound

; ' 2 Antibiotic Only 7 0 Nycnotropm-Anvv,I.oticI 6 Communication
2 7 Incieoencent Living I 6 C.P I 3 PsychOtropic Only 8 PSychtropic-Anttepileolic-

Antibiotic
3 8 Learning ! 7 Epilepsy 4 Antiecaleotle Only a 1-1' .--, Other
4 9 Mobility ! 8 1:2 Autism 6 Antibiotic- 10 missing
5 10 Sell (Direction

i

' g 0 Neurological Impairment Psycnotropic
(Specify in 0351

I. DATE TIME OF ALLEGED ABUSE Mo.

6 is
Day

_0 I 1

Year

1'i LI

Hour

__

Min. IS.
ICI Observed 240Mccivered

'... WAS ALLEGATION MADE BY

1 0 Client
2 18 Employee
3 Volunteer
4 Parent
5 Guardian
6 Correspondent (II other than parent or guardian)
7 Visitor
a other (descnbe)

.

17. IS THE SUBJECT

-

OF

1 8 Client
2 Employee
3 Volunteer
4 Parent
5 Guardian
6 Correspondent
7 Visitor
a Unknown
6 Other

THE INVESTIGATION

(it other than parent or guardian)

(desCnbs)

. PROBABLE CLASSIFICATION OF ALLEGED ABUSE (X the one But most dosiety describes the Wiped situation)

1 Physical Abuse 7 Unauthonzed or Inappropriate UM of Time-out
2 Sexual Abuse 8 Violation of a Client's Civil Rights
3 IrPsycnologic.al Abuse 9 Mistreatment
4 Seclusion 10 Neglect
5 Unauthorized or Inappropriate Use Of Restraint
6 Unauthorized or Inappropriate Use of Aversive Conditioning

. BRIEFLY DESCRIBE THE ALLEGATION THAT IS UNDER INVESTIGATION:

4 c...11 14d az r-c.c..crwe..1 fro», fi..... clire.c+Dr' L'

---ii.4.1 /11;-.77ph G6 roSiC6S4g. ga. 44 e (Li-bso. 1 Si-A:6
)115. 4.,,t,ic,4-.rf... h of-cs ill lick+-cti ct_r (4,16-/ r c 5 40
indUci imv-H.s... al 1.1-cr_÷iir& "I'D 1611 Lei- :C. C=34-4F
(Ar.-Toh4s, was prowdly clio14.11 Hi 1)44%5 4

pt- 13fr-b e. st- f ti,,,,co, 0(.1'+II; 14-e d wt-Him
re-a-1 i tc. -1-Li- wk LA.'eget-c. e..06", ;I; +Li% S /0..12 *f

F 44 4H4C cl

r-A-44-17 alok-114:414 Fr 11 =I
0 09 IA. +1, M. U70 ru 51 s-G.reAr-hrt

1
a_4"-+3,.... pro ram sAi d +1,,j-

-1-1,4 Sit
h _ 44j -i-L. e Kt SQ.( cl Ila 1 4.1 .34-

.54

CLIENTS RESIDENTIAL ADDRESS (It 4117tereell than 2 *Pave) 21. 00S0 22. TYPE 2 S0107 t
1 SOCA 4 VOICi 7

2 YOGA S Omar

FC
DC

CLIENTS PRESENT LOCATION (It diftereett from residence)

PRINT NAME OF PERSON COMPLETING FORM ; TITLE SIGNATURE . DATE

PRINT NAME OF PERSON REVIEWING FORM/ TITLE SIGNATURE 1 DATESITUATION
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 4

Incident Reports, Part Two

UNIT 33

Completing Client Abuse Forms

Job Context: Filling Out Allegation of Client Abuse Forms

Communication Skills: Following Written Directions; Understanding Categories on Forms;
Reading Comprehension; Filling in an Incident Report

Objectives:
follow directions on a Client Abuse form
review categories on a Client Abuse form
review written material on an Allegation of Client Abuse
complete a Client Abuse form

Purpose of Unit

In this unit, students practice completing an Allegation of Client Abuse form 147(A). They
will need to select the facts needed for completion of the form from a narrative report. They
will also send you an e-mail message with any questions they have about incident and client
abuse reporting and to let you know how they are doing.

Learning Activity 1

Students will read a description of an allegation of physical and psychological abuse. They
will then complete a Client Abuse Form.
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Guidelines for Evaluating Learning Activity 1:

A completed Allegation of Abuse Form follows the next page. Students' forms should include
the information that is on this completed form.

Learning Activity 2

Students will send you an e-mail message with any questions they have about incident and
client abuse reporting and to let you know how they are doing.

Guidelines for Evaluating Learning Activity 2:

The purpose of this Learning Activity is to give students a chance to tell you about any
problems they may be having. If any of the questions students ask concern content (e.g.
specific questions about procedures when using Incident Reports) rather than communication
skills, check with your Educational Coordinator about how they should be answered.
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Theme Area 4, Unit 33: Completed Form

I . AGENCY . t . i i i : 4 1 , i

ALLEGATION
OF

CLIENT ABUSE
2. FACILITY NAME 3. PROGRAM TYPE

4. FACILITY ADDRESS , 5. PHONE
( ) IS YI ins a000000

lid. of troy 1 u Ye, I :;.W.,.... 7:,0J'ill, 14 111) ornouIT Piled thee
affirgaroon, , 0 yi, 7 a No!arm 44.19011;17 0 i

; Incident No.

A. TO BE COMPLETED BY STAFF (OTHER THAN WITNESS) AS OESIGNTED IN AGENCY POLICY

8. CLIENT'S NAME (Last, First) 19. AGE 110. SEX

-j-iii rlo 0 N sa_r Or 1 33 ! 1 c4, 2 OF Ir
, 11. Allegation etelarenc No.
I

12. ADAPTIVE BEHAVIOR DEFICITS
IX All Which Apply)

Moderate Severs

1 6 Communication
2 7 Independent Living
3 8 Learning
4 9 Mobility
5 10 0 Sell Direction

DEVELOPMENTAL DISABILITY
I MR 2 0 Mild 4 Severe

3 Moderate 5 Profound
... . ..... .. .... .

s C P
7 Epilepsy
8 0 Autism
9 Neuroiogicai Impairment

(Soecify in .351

13. MEDICATION REGIMEN OF CLIENT (X One Only)

1 None 6 AntibiOliC AnononeolIC
2 A'ltibiOtic Only 7 Ps,chOtrOOlc-AntoeolleolIC
3 PsycnOtrOptc Only 8 Rsycntropic.Antleoileotic-
4 AntteoneOhC Only 9 r7 AnholotiC

', Other
5 Antibiotic

10Psycnotrochc missing

14. DATE 6 TIME, OF ALLEGED ABUSE Mo.

0 ! 41

Day

I I 2
Year

cf 1 Li

Hour Min. AM i
0 PM

IS' 10 Observed 2VOiscovered

16. WAS ALLEGATION MADE BY

1 Client
2 Employee
3 Volunteer
4 Parent
5 Guardian
6 Correspondent lit other than parent or guardian)
7 Z Visitor
8 Other Ideschtlel

17. IS THE SUBJECT OF THE INVESTIGATION

1 Client
2 Employee
3 Volunteer
4 Parent
5 Guardian
6 Correspondent if other than parent or guardian)
7 Visitor
8 Unknown
9 Other (describe) . _ __._

18. PROBABLE CLASSIFICATION OF ALLEGED ABUSE (X the on. that most closely descrItros the alleged situation)

I III--I1 Abuse 7 Unauthorized or Inappropriate Use of Tuneout
2 (7] Sexual Abuse 8 Violation of a Client S Civil FbgritS

3 trp,,cnotogica, Abuse 9 Mistreatment
4 Seclusion 10 Neglect
5 Unauthorized or Inappropriate Use of Restraint
6 Unauthorized or inappropriate Use of Aversive Conditioning

19. BRIEFLY DESCRIBE THE ALLEGATION THAT IS UNDER INVESTIGATION:

TTL r e cc-. Iv c.d 4 a ail irz,"1 a vi schn- cP mi.... T-0).,),5,), .5-1--,c-h" 4441-
.,

M i. - . Ikicoi..) -17,1 cl Ai y.), -4,..../- A_ DA- At-1- 11')re, p1,-) -7147e. licAd-44. p r- i or-

e v-ciii )1 cz-ri ci. c. A 1 1 c c1
ITT,

iy)-, 0... ID A thr. 4 . 14. T)L44 i 44.1 e_xezyni nich
-I

(4)a- S c.Dfrnrici-4.1 aiid rc,v c.Aid.d /16 il e...c.ci i Mi Li r S+ kf P Lk) Cre h 04-
thiLAI c S 4-o CO1 TD 5I C4_1 or VC. k- Lac! a:10 L.4

20. cuENrs RESIDENTIAL ADDRESS (If different than a 2 A 4 aoovir) 21. DOSO 22. TYPE 3 SOICF 6 FC
i i SOC14 . voice 7 OC
i 7 VOCR S Olner

23. CLIENT'S PRESENT LOCATION (II different from residence)

24. PRINT NAME OF PERSON COMPLETING FORM TITLE SIGNATURE DATE

25. PRINT NAME OF PERSON REVIEWING FORM/ TITLE SIGNATURE GATE
SITUATION
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 4

Incident Reports, Part Two

UNIT 34

Review of Incident Reports

Job Context: Writing Incident Reports

Communication Skills: Following Written Directions; Understanding Categories on Forms;
Reading Comprehension; Writing Descriptions of Incidents

Objectives:
review categories on incident report
review written material on incident reports
practice skimming and scanning
use regulations as reference material

Purpose of Unit

In this unit and Unit 35 students review all the material they have covered on Incident Reports.

Learning Activity

As a supplement to this section are descriptions of two incidents. Students are asked to read
each incident and answer the questions that follow. They will have to refer to some of the
regulations on incident reporting that they read in previous units to answer some of the
questions. They will e-mail their answers to you.

Guidelines for Evaluating Learning Activity:

An answer key to the questions is on the next page.
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THEME AREA 4, UNIT 34

Answer Key

INCIDENT #1

1. Reportable Incident (Note: Not Serious Reportable Incident because not admitted to
hospital.)

2. Agency Name, Address (#1, 2, 4, 5)
Medication Regimen (#13)
Number of clients and employees present (#15, 16)
Miscellaneous information (#26 on)

3. Immediately respond and provide necessary services to the individual
Obtain medical assistance as necessary
Immediately notify Program Manager and Head of Shift

4. Descriptions should be thorough and objective, including names of witnesses, others
involved, and first aid given (See Unit 30)

INCIDENT #2

1. Reportable Incident
Alleged Physical Abuse

2. Agency Name, Address (#1, 2, 4, 5)
Client's Age (#9)
Adaptive Behavior Deficits/Developmental Disability (#12)
Medication Regimen (#13)
Date of Incident (#14)
Number of clients and employees present (#15, 16)
Miscellaneous information (#26 on)

3. Immediately respond and provide necessary services to the individual
Obtain medical assistance as needed
Immediately notify Program Manager and Head of Shift

4. Descriptions should be thorough and objective, including names of witnesses, others
involved, and first aid given (See Unit 30)



OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 4

Incident Reports, Part Two

UNIT 35

Review of Incident Reports

Job Context: Writing Incident Reports

Communication Skills: Following Written Directions; Understanding Categories on Forms;
Reading Comprehension; Writing Descriptions of Incidents

Objectives:
review categories on incident report
review written material on incident reports
practice skimming and scanning
use regulations as reference material

Purpose of Unit

In this unit students continue reviewing the material they have covered on Incident Reports.
They will also share information about their reactions to the Distance Learning Program at this
point and their goals for future units.

Learning Activity 1

As a Sup?lement to this section is a description of an incident. Students are asked to read the
incident and answer the questions that follow, much as they did for Unit 34. They will have to
refer to some of the regulations on incident reporting that they read in previous units to answer
some of the questions. They will e-mail their answers to you.
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Guidelines for Evaluating Learning Activity:

An answer key to the questions follows the next page.

Learning Activity 2

Students are asked to e-mail a message to their e-mail partner telling him or her about their
Instructional Plan and what they hope to gain from the program.

Guidelines for Evaluating Learning Activity:

Students will not be sending a copy of this message to you. This gives them the freedom to
speak as they wish with their e-mail partner.
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THEME AREA 4, UNIT 35

Answer Key

1. Reportable Incident
Alleged Sexual Abuse

2. Agency's Name, Address (#1, 2, 4, 5)
Client's Age (#9)
Medication Regimen (#13)
Date and Time (#14)
Number of clients and employees present (#15, 16)
Miscellaneous information (#26 on)

3. Same as #3 on Answer Key, Incident 2, Unit 34

4. Same as #4 on Answer Key, Incident 2, Unit 34
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OMRDD /REACH /CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 4

Incident Reports, Part Two

UNIT 36

Other Incident Report Regulations

Job Context: Understanding Incident Report Regulations

Communication Skills: Reading Comprehension; Problem-Solving

Objectives:
review Incident Report regulations
review written material about Incident Reports
make decisions regarding incidents
practice understanding technical vocabulary through the context

Purpose of Unit

In this unit students will read NYS OMRDD regulations on required notifications of
Reportable Incidents and Allegations of Client Abuse .that must be done in addition to
completing the required forms.

Learning Activity 1

Students will read the supplement on notifications and answer the comprehension questions
that fol10-7.

Guidelines for Evaluating Learning Activity 1:

An answer sheet to the comprehension questions follows.
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Learning Activity 2

Students will review the incidents described in Units 34 and 35. They will determine what
kind of notification should be done for these incidents.

Guidelines for Evaluating Learning Activity 2:

An answer sheet for Learning Activity 2 is at the end of this unit.
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THEME AREA 4, UNIT 36

Learning Activity 1

Answer Key

1. If abuse, NYS Child Abuse and Maltreatment Reporting Center.

2. Only at the program administrator's discretion and in accordance with the agency's policy
and procedure.

3. In NYC suicides, homicides, accidental death, suspicious death
If a crime may have been committed

4. The person writing the Incident Report.

5. When a death occurs.

6 10. Students are given vocabulary words and asked to determine the meaning from the
context. They will then check the meaning in the dictionary.
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THEME AREA 4, UNIT 36

Learning Activity 2

Answer Key

Incident #1
Mary Doe's parent(s) or guardian
The Day Program she attends

Incident #2
Jack Doe's parents
Any programs Jack attends

Incident #3
Jane Doe's parents
Jane Doe's facility
Law enforcement official
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 4

Incident Reports, Part Two

UNIT 37

Other Incident Report Regulations

Job Context: Completing Other Forms Related to Incident Reporting

Communication Skills: Following Written Directions; Understanding Categories on Forms;
Reading Comprehension; Writing Skills

Objectives:
follow directions on forms
review categories on forms
review purpose of forms
review vocabulary in the context
practice writing
generalize information to other situations
make inferences

Purpose of Unit

Many DDSOs have developed ways of record-keeping to help them in accurately reporting
incidents. In this unit students will review some of the forms related to incident reporting that
they may come across at their site.

Learning Activity 1

As a Supplement to this section are five forms that are used by the Finger Lakes DDSO
(Monroe DDSO). The forms related to incident reporting that students use in their DDSO
may be the same or different. In addition, not all DDSOs have developed forms for these
purposes.
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Students are asked to study each of the forms and then answer the questions on the worksheet
that follows.

Guidelines for Evaluating Learning Activity 1:

An answer key to the worksheet is on the next page.

Learning Activity 2

Students will find a copy of all the forms related to incident reporting that are used at their site
and think about the purpose of the forms and how they are used. They will send copies of
these forms to you along with any questions they may have.

Guidelines for Evaluating Learning Activity 2:

Check to be sure that the forms students sent you are ones that relate to incident reporting.
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THEME AREA 4, UNIT 37

Learning Activity 1

Answer Key

1. to record when investigations are conducted
list of people present at time of incident

2. to double-check that you have a witness statement for each person (or any answer that
makes sense)

3. to provide as much information as possible about this incident from all perspectives

4. dealing with facts without distortion by personal feelings
to have an accurate account of what happened

5. to ensure that everyone who is supposed to be notified (according to regulation) is notified

6. OMRDD regulations

7. to keep track of all the incidents that take place in one particular site

8. to determine the frequency of incidents/determine if there is a pattern that needs to be
addressed

9. to find out from the parents when they'd like to be notified about an incident

10. to cut down on amount of paperwork that will have to be done by the DDSO
(or any sensible answer)



OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 5

Individualized Planning Process

UNIT 38

The Individualized Planning Process

Job Context: Preparation for the Individualized Planning Process

Communication Skills: Reading Comprehension; Building Technical Vocabulary

Objectives:
know basic concept of Individualized Planning Process
review material on Individualized Planning Process
able to read and understand forms related to the Individualized Planning Process
review meaning of words that are used frequently in
the individualized planning process
use the context to determine meaning of unknown words
apply given information to toher settings
make inferences based on given information

Purpose of Unit

This Theme Area reviews the Individualized Planning Process. In this unit students review
preparing for an Individualized Planning Process.

Learning Activity 1

Students will read a memorandum describing how to complete a Comprehensive Functional
Assessment Assignment Form and answer the questions on the worksheet that follows.

Guidelines for Evaluating Learning Activity 1:

An answer key follows the next page.
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Learning Activity 2

Students will make a list of the people, forms, and records they would consult to get
information for a review or an Individualized Planning Process of an individual at their
site.

Guidelines for Evaluating Learning Activity 2:

No evaluation needed.

Learning Activity 3

Students will read and critique a case of a Comprehensive Functional Assessment.

Guidelines for Evaluating Learning Activity 3:

An answer key is provided at the end of this unit.
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THEME AREA 5, UNIT 38

Learning Activity 1

Answer Key

1. definition: suitable
Student will give own sentence.

2. definition: to work jointly with another
Student will give own sentence.

3. to get as much information as possible (or any other sensible answer)

4. definition: territory
Student will give own sentence.

5. definition: to start, begin
Student will give own sentence.
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THEME AREA 5, UNIT 38

Learning Activity 3

Answer Key

Dressing
1. YES
2. YES
3. YES

Dining
1. YES
2. YES
3. YES

Personal Care
1. YES
2. YES
3. YES

Toileting
1. YES
2. YES
3. YES

Community Involvement
1. NO
2. somewhat not specific enough (accept a NO answer)
3. NO

Leisure Skills
1. somewhat not specific enough (accept a NO answer)
2. NO
3. NO
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OMRDD /REACH /CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 5

Individualized Planning Process

UNIT 39

Preparing for the Planning Process

Job Context: Preparation for the Individualized Planning Process

Communication Skills: Reading Comprehension; Filling out Individualized Personal Plan
Forms

Objectives:
accurately complete an Individualized Personal Plan form
able to synthesize information
able to identify most important ideas

Purpose of Unit

In this unit students continue reviewing organizing information in preparation for an
Individualized Planning Process.

Learning Activity

Students will use the information from Supplement 2 in Unit 38, the Comprehensive
Functional Assessment on Stanley, to complete a Pre-Conference Summary Form.

Guidelines for Evaluating Learning Activity:

An answer key follows Stanley's assessment.
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THEME AREA 5, UNIT 38

Supplement 2

COMPREHENSIVE FUNCTIONAL ASSESSMENT

(X) ADAPT. BEHAV./INDEP. LIVING
( ) AFFECTIVE/EMOTIONAL
( ) COGNITIVE
( ) COMMUNICATION
( ) NUTRITIONAL

( ) PHYS. DEV. HEALTH
( ) SENSORIMOTOR
( ) SOCIAL
( ) VOCATIONAL

This Annual Review Note on Stanley is based on his Adaptive Behavior, Independent Living
Skills such as Dining, Dressing, Personal Care, Community Exposure, Leisure Skills, and
Toileting.

Dressing: Stanley is totally dependent on staff dressing him and undressing him. He is very
cooperative while being dressed. Stanley will sit down and stand up to help staff. He also
will extend arms and lift leg with verbal and physical prompt from staff. Within the next year,
I feel that Stanley could be able to push his arm through the armhole of his shirt instead of
being so passive when staff is doing it.

Dining: Stanley is a very slow eater. Staff tries to give him his meal at the beginning of
mealtime to allow him the extra time he needs to finish. If Stanley really likes the meal,
he eats it fairly well without much prompting from staff. If it's a meal that he just is not
overwhelmed with, he needs constant prompting from staff to finish it. He eats with a
built-up spoon and drinks from a regular glass. Within four years a goal for Stanley could be
that he eat his entire meal without any prompting from staff and then maybe that he eat a little
faster so it doesn't take the entire mealtime and more to finish his meal.

Personal Care: Stanley depends on staff for all his personal care needs. He is usually
very cooperative to let staff brush his teeth. Stanley seems to enjoy his shower or bath
and will extend his extremities to be washed without resistance. When Stanley is given
verbal and tactile cues, he usually will cooperate when staff is combing his hair and shaving
him: Staff suggests that his goal for two years is to accept hand over hand tolerance to
combing his hair with staff.

NYS - OMRDD RESIDENCE W.S. IPP 32 (9/93)
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Toileting: Stanley is not toilet trained. He continues to wear a diaper during the day and
night. When put on the toilet after breakfast, he will urinate in the toilet. During the day
when put on the toilet, sometimes he will urinate and have bowel movement periodically,
although his bowel movements are not on a regular basis. A goal for a target date of about
three years could be to pull his pants up from his ankles to his knees after a toileting training
session.

Community Involvement: Stanley depends almost always on staff for the care of his -

involvement such as preparing his meals, shopping for his clothes and personal items, making
his bed and changing his linens, and organizing his daily routines. He usually is cooperative
during a practice fire alarm but needs staff during this and any other emergency situation.
Staff feels that within no time allotment will Stanley ever be able to respond to an emergency
situation without hand over hand guidance from staff.

Leisure Skills: Stanley is a participant in planned leisure activities on a daily basis. He is
given the opportunity to make choices of different objects and activities. He enjoys rocking in
his rocking chair and listening to music. He enjoys summer picnics and van rides and is
usually never resistant to such activities.
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THEME AREA 5, UNIT 39

Answer Key

Toileting
Skills: will urinate in toilet after breakfast
Goals: pull pants up from ankles to knees after toileting -- target date three years
Needs':

Oral Hygiene
Skills: cooperative when staff brushes teeth
Goals:
Needs:

Handwashing
No information given.

Hair Brushing/Combing
Skills: will respond to verbal and tactile cues
Goals: accept hand over hand tolerance to combing hair -- target date two years
Needs:

Nail Care
No information given.

Eating/Dining
Skills: uses built-in spoon, regular glass
Goals: eat meal without prompting; eat faster target date four years
Needs: extra time to eat; needs prompting for meals he doesn't particularly like
Food Likes:
Dislikes:

'No needs, beyond goals, are specifically stated in Stanley's case. When deciding
whether to accept an answer given for this category, determine whether it could have been
inferred from the case.
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Dressing
Skills: sit down and stand up; extend arms; lift leg with verbal prompt
Goals: push arm through armhole of shirt -- target date one year
Needs:
Specific Clothing Needs:

Social
No specific information given. If student has answers, check the passage to see if they can be
inferred.

Communication
No specific information given. If student has answers, check the passage to see if they can be
inferred.

Behavior
No specific information given. If student has answers, check the passage to see if they can be
inferred.

Recreation/Leisure
Skills: participates in planned leisure activities; can choose different objects and activities
Goals:
Needs:
Likes: rocking in chair; listening to music; picnics; van rides
Dislikes:

Family Correspondence
No specific information given. If student has answers, check the passage to see if they can be
inferred.

C 0
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 5

Individualized Planning Process

UNIT 40

Granunar Review

Job Context: Preparation for the Individualized Planning Process

Communication Skills: Improving Sentence Structure; Writing Skills

Objectives:
use correct grammar
detect and correct grammatical errors
relay accurate, precise information in writing
use correct sentence structure in writing

Purpose of Unit

In this unit students review basic sentence structure, sentence fragments and run-on sentences.
The importance of using correct sentence structure in writing accurate and clear written
documents is stressed.

Learning Activity

Students will study Chapter 1, sections la, lb, and ld, in their Writing Skills Handbook,
pages 3-7 and 12-13, and complete the accompanying worksheets in their worksheet packet.
They are only asked to do the first set but are given the option of continuing to the second set
if they have the time and want additional practice.

Guidelines for Evaluating Learning Activity:

An answer key is located in your packet of Writing Skills Handbook Answer Sheets.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 5

Individualized Planning Process

UNIT 41

Input from Direct Care Workers in the Planning Process

Job Context: Presenting a Case at an Individualized Planning Process

Communication Skills: Writing Skills

Objectives:
synthesize information
identify most important ideas
use correct grammar and technical vocabulary
relay accurate, precise information in writing
review professional style of writing

Purpose of Unit

In this unit students review the types of recommendations that Direct Care staff might make to
the Individualized Planning Process. They also practice applying the writing and grammatical
skills they reviewed in previous units.

Learning Activity 1

Students make a list of some recommendations that the Direct Care staff might make to the
Individualized Planning Process.

Guidelines for Evaluating Learning Activity 1:

There is no need to evaluate this Learning Activity.
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Learning Activity 2

Students are given a note to edit and rewrite that answers the question addressed in Learning
Activity 1. They are asked to think about the following as they are editing this piece of
writing:

1. Are all of the words spelled correctly?

2. Are all of the sentences correct?

3. Have I corrected any sentence fragments or run-on sentences?

4. Is the punctuation correct?

5. Are verbs used correctly?

6. Do the subjects and verbs agree?

7. Is the language professional rather than slang?

8. Are the paragraphs well-organized?

9. Do the sentences flow?

10. Are all of the ideas presented supported with enough detail?

Guidelines for Evaluating Learning Activity 2:

Check your students' writing using the questions listed above as criteria. A copy of the
note they edited is included on the next page.

Learning Activity 3

Students write a third draft of the note including any important points in their lists from
Learning Activity 1 that were not included in the note they rewrote for Learning Activity
2.

Guidelines for Evaluating Learning Activity 3:

Check your students' writing using the questions listed in Learning Activity 2 as criteria.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 5

Individualized Planning Process

UNIT 42

The Planning Process in Action

Job Context: Presenting a Case at an Individualized Planning Process

Communication Skills: Writing Skills; Summarizing Skills; Interpersonal Skills

Objectives:
synthesize information
identify most important ideas
relay accurate, precise information in writing

Purpose of Unit

In this unit students watch an Individualized Planning Process for an individual who is having
difficulty eating. The importance of advocating for individuals will be stressed. They will also
review how to prepare for a planning meeting.

Videotape Material

The video material for this unit is on Tape # 1, Segment 12, beginning at 1:44:30 and ending
at 1:48:29.

Learning Activity 1

Students will view the videotape segment and then answer the questions on the worksheet in
the supplement section.
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Guidelines for Evaluating Learning Activity 1:

An answer key is provided at the end of this unit.

Learning Activity 2

Students will write an e-mail message to you discussing whether the Direct Care Worker
on the tape handled the situation in the correct way. They will also talk about their own
style of advocating for an individual.

Guidelines for Evaluating Learning Activity 2:

The role the Direct Care Worker on the videotape plays - a strong advocate for the individual
she works with is the correct way to handle this situation. If someone's answer differs
greatly from this, you may want to explore his or her reasons in your response to this activity.
Otherwise, evaluate writing using previously established guidelines.

1421
C 6



THEME AREA 5, UNIT 42

Learning Activity 1

Answer Key

1. Summary should include the following:
Direct Care Worker notices a problem with individual's eating
She brings it to the attention of other staff and professionals
Records are reviewed, observations made, Individualized Planning Process takes place
Dental problem determined
Recommendations made for solution

Check to see if the student has .a sense of how to summarize.

2. Advocate for individual
Brings problem to the attention of others
Important player at team meeting
Follows up; takes assignments from meeting

Accept any other sensible answers.

3. 1) Direct Care Worker presents problem to supervisor
2) Look at record
3) Ask other staff members
4) Notify dietician
5) Call nurse
6) Hold IPP meeting
7) At meeting, all staff members give perspective on problem
8) Follow up by:

checking records
obserying

9) Follow up IPP meeting
10) All staff members report on follow-up findings
11) Solutions recommended

call dentist
change meal plan

12) Discussion of how to avoid the problem in the future

4. To get information about the problem from all staff members.

5. To follow up on observations of findings and determine a solution to the problem.
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6. check records
observe

7. call dentist
change meal plan
come up with way to avoid the problem in the future
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 5

Individualized Planning Process

UNIT 43

Practicing Problem-Solving Skills

Job Context: Individualized Planning Process: Problem-Solving in Job-Related Situations

Communication Skills: Reading Comprehension; Writing Skills; Interpersonal Skills;
Problem-Solving Skills

Objectives:
practice writing skills
employ problem-solving strategies - assessing situations, considering alternative solutions,

decision-making

Purpose of Unit

Many Direct Care staff find themselves in situations in which they must be able to respond
independently to problems that arise and demand quick and decisive action. As a result,
instruction in problem-solving skills is very important. In this unit students will practice the
problem-solving skills by determining what should be done in various job-related situations.
The importance of advocating for individuals will be stressed in this unit, also.

Learning Activity 1

The Supplement to this unit is a worksheet entitled Problem-Solving Strategies. Students will
complete the problems on this worksheet.

Guidelines for Evaluating Learning Activity:

Review the solutions to see if they are sensible, practical and serve the needs of the
individuals. Check to see if students have written a clear topic sentence and supporting details
in each paragraph.
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Learning Activity 2

Students are asked to bring to their next session the files of one individual that they will
need for Unit 44.

Guidelines for Evaluating Learning Activity 2:

No evaluation required.



OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 5

Individualized Planning Process

UNIT 44

Advocating for Individuals

Job Context: Presenting a Case at an Individualized Planning Process

Communication Skills: Reading Comprehension; Writing Skills; Summarizing Skills

Objectives:
read and understand forms and reports that are part of an individual's case record
synthesize information
identify most important ideas
use correct grammar and technical vocabulary
relay accurate, precise information in writing
state ideas and express feelings in a professional manner
take accurate notes

Purpose of Unit

In this unit students practice preparing to advocate for an individual at an Individualized
Planning Process. Students will be using reading comprehension skills (e.g. getting the main
idea, synthesizing information) and writing skills (organization of infromation, vocabulary
usage, editing skills) to formulate a presentation speech.

Learning Activity 1

Students will look over the material notes, forms, records, files -- they brought for this
Learning Activity. They will use these materials as a reference to make notes on important
information that should be included in a presentation speech.
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Guidelines for Evaluating Learning Activity 1:

Although you won't have the original source material in front of you, check to see if you can
get of sense of whether your student was able to use the references to get information needed.

Learning Activity 2

Students will write an e-mail message to you advocating for an individual as they would in a
three-minute presentation at an Individualized Planning Process.

Guidelines for Evaluating Learning Activity 2:

Use previously established guidelines to evaluate writing.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 6

Medications

UNIT 45

Math Review (Operations on Whole Number)

Job Context: Using Math Skills Related to Medications

Communication Skills: Mathematical Skills; Problem-Solving

Objectives:
review addition, subtraction, multiplication, division
apply basic math skills to job-typical problems

Purpose of Unit

Direct Care Staff are often required to use math skills in such tasks as food shopping, food
preparation, dispensing medications, etc. In this unit and the two units that follow, students
review basic math functions. In this unit, students practice operations on whole numbers.

Learning Activity

Students will complete the following on the Introduction to Basic Math software:

Chapter 1 Operations on Whole Numbers

Section 2 Adding Whole Numbers

Problems 17-23

Section 3 Subtracting Whole Numbers

Problems 17-23
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Section 4 Multiplying Whole Numbers

Problems 17-23

Section 5 Dividing Whole Numbers

Problems 17-23

Students are told that if they have any difficulty completing the problems in this review,
they should continue practicing by completing questions 1 16 in each section. Printed
exercises are available on the colored worksheets for those students without access to the
software.

Guidelines for Evaluating Learning Activity:

Students will self-correct their work. They will then send an e-mail message to you telling
you that they completed this unit and how they did.
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INSTRUCTOR'S MANUAL

THEME AREA 6

Medications

UNIT 46

Math review (Calculating Percent)

Job Context: Using Math Skills Related to Medications

Communication Skills: Mathematical Skills; Problem-Solving

Objectives:
review calculation of percent
apply basic math skills to job-typical problems

Purpose of Unit

In this unit students review and practice calculation of percent. Typical job-related problems
involving calculation of percentages are used to enable students to see the application of math
skills on the job.

Learning Activity

Students are asked to complete the following on the Introduction to Basic Math software:

Chapter 5 Using Percents

Section 4 Solving Percent Problems

Section 5 Application of Percent

They are told that if they have any difficulty completing the problems in this review they
should continue practice by completing Section 1 (changing a percent to a fraction or decimal)
and Section 2 (changing a decimal to a fraction or a percent).
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Guidelines for Evaluating Learning Activity:

Students will self-correct their work. They will then send an e-mail message to you telling
you that they completed this unit and how they did.
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INSTRUCTOR'S MANUAL

THEME AREA 6

Medications

UNIT 47

Math Review (Converting to the Metric System)

Job Context: Using Math Skills Related to Medications

Communication Skills: Mathematical Skills; Problem-Solving

Objectives:
practice conversion of measurement units to the metric system
apply basic math skills to job-typical problems

Purpose of Unit

In this unit students practice conversion of measurement units to the metric system. Job-typical
problems are used to enable students to see the relationship of math skills to the work
situation.

Learning Activity

Students are asked to complete the following on the Introduction to Basic Math software:

Chapter 6 U.S. and Metric Measurements

Section 7 Conversion Between U.S. and Metric Measures

Section 8 Review Section

Students are told that they can continue their review and practice by completing Section 6
(Metric Measurement of Capacity).
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Guidelines for Evaluating Learning Activity:

Students will self-correct their work. They will then send an e-mail message to you telling
you that they completed this unit and how they did.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 6

Medications

UNIT 48

Using Math to Solve Problems and Medication Administration

Job Context: Using Math Skills Related to Medications

Communication Skills: Mathematical Skills; Problem-Solving

Objectives:
apply basic math skills to job-typical problems
convert standard measurements to the metric system
calculate percents
add, subtract, multiply, and divide whole numbers, decimals, and fractions

Purpose of Unit

In this unit students practice applying the math skills they reviewed in Units 45 47 to actual
problems of medication administration.

Learning Activity

Students are given a worksheet with 12 problem-solving questions. They are asked to read the
questions and give the correct answers on the answer sheet. In addition they will write in the
space provided how they solved the problem.

Guidelines for Evaluating Learning Activity:

The questions and answers to the problems are on the next two pages. Check the solution to
the problem to see if students understand the underlying mathematical principles.
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Theme Area 6, Unit LS.-- Supplement

Medications Problem Solving i

NAME: DATE:

1. If the bottle is labeled ELIXIR DONNATAL and the doctor's
orders reads, "1/2 teaspoonful four times a day, "how much
would you give and how often would you give it?

2. The bottle is labeled TETRACYCLINE SYRUP 50 mg/cc and the
doctor's order reads, "tetracycline syrup 225 mg. every 6
hours." If 4.5cc is equal to 1 teaspoon, how many teaspoons
and how often would you give them?

3. If the bottle is labeled MELLARIL TABLETS 15 mg. and the
doctor's order reads, "Mellaril 45 mg. three times a day," how
many tablets will you give and how often will you give them?

4. If the bottle is labeled PENICILLIN TABLETS 50,000 Units and
the doctor's order reads, "Penicillin 25,000 Units every 4
hours for5 days," how many tablets will you give and how often
will you give them?

5. If the bottle is labeled COMPAZINE TABLETS 5 mg. and the
doctor's 'order reads "Compazine 20 mg. twice daily," how many
tablets will you give and how often will you give them?

6. If the bottle is labeled DILANTIN CAPSULES 64 mg. and the
doctor's order reads, "Dilantin 128 mg. 4 times a day," how
many capsules would you give and how often would you give them?

7. The bottle is labeled PHENOBARBITAL.ELIXIR 10 mg./cc and thee
doctor's order reads, "Phenobarbital Elixir 90 mg. twice -

daily." If 4.5 cc is equal to 1 teaspoon, how many teaspoons
would would you give and how often would you give them.

8. If the bottle is labeled ELIXIR TERPIN HYDRATE and the doctor.'s
order reads, "Elixir Terpin Hydrate 1 dram every 6 hours, "how

. much would you give and how often would you give it?

9. If the bottle is labeled DIGOXIN TABLETS 0.5 mg. and the
doctor's order reads, "Digoxin 0.25 mg. after meals," how many
tablets will you.give and how often will you give them.

10. If the bottle is labeled CASCARA'LIQUID and the doctor's order
reads, 2 teaspoonfuls at bedtime whenever necessary," how many
teaspoonfuls will you give and how often will you give them?

1i If the bottle is lebeled PHENOBARTITAL TABLETS 1 grain each and
the doctor's order reads, "Phenobarbital 2 grains three times
a day," how many tablets would you give and how often would you
give them?

12. If the bottle is labeled TETRACYCLINE CAPSULES 25 mg. and the
doctor's order reads "Tetracycline Capsules 100 mg. three times
a day," how many capsules will you give and how often will you
give them?

developed by Brooklyn DDSO Staff Development
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THEME AREA 6, UNIT 48

Medications Problem Solving

Answer Key

1. 1/2 teaspoon four times during waking hours, (e.g. 8AM 12N 4PM 8PM) for a total
of 2 teaspoons a day.

2. 1 teaspoon every six hours for a total of 6 teaspoons a day.

3. 3 tablets 3 times during waking hours, (e.g. 8AM 2PM 8PM) for a total of 9 tablets.

4. 1/2 tablet every 4 hours (6 times in 24 hours) for a total of 3 tablets in a 24 hour day.

5. 4 tablets 2 times during waking hours (e.g. 8AM 8PM) for a total of 8 tablets.

6. 2 capsules four times during waking hours for a total of 8 capsules a day.

7. 1 teaspoon 2 times a day for a total of 2 teaspoons a day.

8. 1 dram every 6 hours (4 times in 24 hours) for a total of 4 drams in 24 hours.

9. 1/2 tablet after each meal (3x a day) for a total of 1 1/2 tablets per day.

10. 2 teaspoons at bedtime only when needed.

11. 2 tablets 3 times during waking hours for a total of 6 tablets.

12. 4 tablets 3 times during waking hours for a total of 12 tablets.
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Medications

UNIT 49

Writing Skills (Numbers and Abbreviations)

Job Context: Writing Medical Notes

Communication Skills: Writing Skills

Objectives:
write figures, times, percentages, and dates correctly
use correct abbreviations in writing

Purpose of Unit

In this unit, students will review how to write numbers and use abbreviations in their writing.

Learning Activity 1

For this Learning Activity, students will study Chapter 11 of the Writing Skills Handbook.
They will complete the corresponding worksheet 11, first set and second set, in their packet of
worksheets for the handbook.

Guidelines for Evaluating Learning Activity 1:

An answer key is provided in your packet of answer keys for the Writing Skills Handbook.
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Learning Activity 2

Students will study Chapter 12 of the Writing Skills Handbook on abbreviations. They are

reminded to refer to this chapter as they edit their work for this program and as they write on
the job.

Guidelines for Evaluating Learning Activity 2:

There are no assignments for this Learning Activity.

4111111
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 6

Medications

UNIT 50

Writing Practice

Job Context: Writing Medical Notes

Communication Skills: Writing Skills

Objectives:
relay accurate, precise information in writing
use correct spelling, sentence structure, and verb form

Purpose of Unit

For this unit students practice their writing skills by writing a message to their e-mail partner
on a medication topic.

Learning Activity

Students will write a message to their e-mail partners with a "cc" to you. They will write
about an experience they've had with medication either on the job or in their personal life.
They will edit and spell-check their work as they've done for previous units.

Guidelines for Evaluating Learning Activity:

Check the student's work for the writing and grammar skills they've reviewed so far. Are
sentences complete? Do subjects and verbs agree? Are ideas clear and well-developed? Is the
spelling correct? Refer to checklists from previous units.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 6

Medications

UNIT 51

Writing Medical Notes

Job Context: Writing Medical Notes

Communication Skills: Writing Skills

Objectives:
distinguish between significant and irrelevant information
relay accurate, precise information in writing
use technical vocabulary correctly
use correct spelling, sentence structure, and verb form

Purpose of Unit

In this unit students practice writing a medical note on a medical situation they observe on
videotape.

Video Material

The video material for this unit is on Tape # 1, Segment 13, beginning at 1:48:35 and ending
at 1:55:02.

Learning Activity 1

Students will make a list of the kinds of information that is important to put in a medical note.

10,
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Guidelines for Evaluating Learning Activity 1:

Check the list to see if there is anything on the list that wouldn't go in a medical note.

Learning Activity 2

Students will review the videotape and make a list of the important information that would go
in a medical note. They will check their list against the list in Supplement 1.

Guidelines for Evaluating Learning Activity 2:

Students will evaluate their own work.

Learning Activity 3

Students will write a medical note based on the videotape and e-mail it to you.

Guidelines for Evaluating Learning Activity 3:

Check to be sure that the important points on your student's lists are included in the medical
note they write up.



Check if
included in
your list

THEME AREA 6, UNIT 51

Supplement

Important Information for Medical Note

Videotape #1, Segment 13'

Right foot more swollen than left foot

Mike checks for injury -- compares injured foot to other foot
(NOTE: Mike -- Direct Care worker; Clifford individual; John may
be the nurse)

Mike calls John

Mike tells Clifford to stay home tonight

Clifford says his foot hurts at the ankle

Foot is not discolored

Clifford walks with a limp

Right ankle puffy

Mike observes that Clifford doesn't look like he's in a lot of pain

Will soak legs in water and epsom salts

Will keep Clifford home from program tomorrow to be examined by
John

John may want to take Clifford to be x-rayed depending on the results of
his examination

1 Courtesy of New York State Office of Mental Retardation and Developmental Disabilities, Bureau of
Public Affairs.

163

1 7



Clifford says he fell down steps and hit his leg by the gas station last
night. (NOTE: Accept anything you've written that is similar to this.
Clifford's voice on the tape is hard to understand. This translation may
not be completely accurate.)

Clifford walked around all day on injured ankle.

NOTE: There are two things that were said by staff workers on the tape that are
interpretations and shouldn't go in a medical note.

1. A staff person says, "That's what happened when I sprained my ankle." Writing that
Clifford sprained his ankle would be making an interpretation. Instead, write what you
observed: Clifford's ankle is swollen, he limps when he walks, his foot hurts.

2. Mike says, "Probably got swollen by walking around all day." In your notes you can say
that Clifford walked around all day on his injured ankle but you cannot draw the
conclusion that Mike stated above.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 6

Medications

UNIT 52

Vocabulary Review and Documenting Symptoms

Job Context: Writing Medical Notes

Communication Skills: Writing Skills, Development of Technical Vocabulary

Objectives:
relay accurate, precise information in writing
review technical vocabulary
recognize pertinent information
understanding vocabulary from context

Purpose of Unit

In this unit students review medical terms that they may find or use in medical notes. In
addition they will review how to document specific observable physical symptoms.

Learning Activity 1

Students are given a list of medical terms to review. They then answer the questions on the
worksheet that follows.

Guidelines for Evaluating Learning Activity 1:

An answer sheet follows the next page.
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Learning Activity 2

Students are asked to make word cards for any of the medical terms they use in their own
work or that they want to make part of their writing vocabulary. They are reminded to make a
word card for the medical terms they come across in their work that they want to learn better.

Guidelines for Evaluating Learning Activity 2:

There are no assignments for this Learning Activity. However, feel free to talk to your
students about whether they are able to apply what they are learning to their work.

Learning Activity 3

Students are given a chart listing medical symptoms, definitions, and procedures for
documentation. They then answer questions on the worksheet provided.

Guidelines for Evaluating Learning Activity 3:

Students will pick 5 of the symptoms from the list and write a description for each. Check to
be sure that they've provided detailed documentation without interpretation. The example
given to them is as follows:

Chills
Bill was found at 11 PM shivering. He was holding his head tightly across his body and his
teeth were chattering. He did not seem to be able to stop. It was not clear how long he was
shivering. He seemed okay the last time a staff member observed him at 10:30 PM. He
continued shivering for 45 minutes. An oral temperature, taken at 11:15, was 97.6.

A copy of Supplement 2 is attached.
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THEME AREA 6, UNIT 52

Learning Activity 1

Answer Key

1. Student will give example from own experience.

2. Student will give example from own knowledge base.

3. Affecting the whole body

4. Enteric coated tablets and time release capsules

5. Student will give example from own experience.

6. Students will give what they think meaning is from context and then look up word in
the dictionary.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 6

Medications

UNIT 53

Reading Medication Labels

Job Context: Knowledge of Types of Medications

Communication Skills: Following Directions; Reading Comprehension

Objectives:
follow directions
review medication labels
practice locating information on medications

Purpose of Unit

This unit provides practice in reading medication labels.

Learning Activity 1

Students will read a sample medication label and answer questions on the worksheet provided.

Guidelines for Evaluating Learning Activity 1:

An answer sheet for Learning Activity 1 is on the next page.

Learning Activity 2

Students will choose a medication from their worksite or from their own medicine cabinet at
home and answer the same questions as above.
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Guidelines for Evaluating Learning Activity 2:

You will not have a copy of the label your students read, but look over their assignment to see
if it makes sense. If there are any glaring inconsistencies, bring them up with your student.

u; 3
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THEME AREA 6, UNIT 53

Supplement

Sample Medication Label

Answer Key

a. Acetaminophen
headache, minor muscular aches, aches and pains associated with bursitis, neuralgia,
sprains, overexertion, menstrual cramps, and discomforts of fever due to cold and flu.
Also, pains of arthritis and rheumatism

b. Adults: 1 or 2 tablets 3 or 4 times daily. Children (6 12) 1/2 to 1 tablet 3 to 4 times
daily. Do not give to children under 6 or use more than 10 days unless directed by a
physician.

c. pregnant or nursing
if pain persists for more than 10 days
if redness is present
in arthritic or rheumatic condition of children under 12
in children under 6

d. keep out of reach of children
in case of accidental overdose contact a physician immediately

e. Pregnant or nursing
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S GUIDE

THEME AREA 6

Medications

UNIT 54

Administering Medication

Job Context: Medication Administration

Conununication Skills: Following Directions; Writing Skills

Objectives:
follow directions
practice writing skills
assess correctness of work

Purpose of Unit

In this unit students view a Direct Care Worker administering medications and review the
steps involved in medication administration.

Video Material

The video material for this unit is on Tape # 2, Segment 14, beginning at 00:00:30 and ending
at 00:15:36.

Learning Activity 1

Students write notes about any experiences they have had administering medication and about
the steps involved.
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Guidelines for Evaluating Learning Activity 1:

Only those students who have had experience administering medications will be able to
complete this Learning Activity.

Learning Activities 2, 3, and 4

Students will view the videotape segment and list the steps the Direct Care Worker follows
when administering medications. They will then check the list against the list in the
supplement to see how many steps they included.

Guidelines for Evaluating Learning Activities 2, 3 and 4:

Students self-check their work.

Learning Activity 5

Students will answer the following question: From your experience, is there anything in the
tape that was done incorrectly or could be improved upon?

Guidelines for Evaluating Learning Activity 5:

Review for content.

Are the answers clear and well thought-out?
Has the writing been edited and spell-checked?
Does each paragraph have a topic sentence?
Has the student provided supporting details?

If a student has not had experience with medication, he or she may not be able to answer this
question.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 6

Medications

UNIT 55

Administering Oral Medication

Job Context: Medication Administration

Communication Skills: Following Directions; Reading Comprehension; Vocabulary
Development; Dictionary Skills

Objectives:
follow directions
review written material on administration of medication
build technical vocabulary
practice using the dictionary
assess correctness of work

Purpose of Unit

In this unit students review policies and procedures for administering oral medications.

Learning Activity 1

The Supplement to this unit is a document describing polices and procedures for the
administration of oral medication from the Finger Lakes (Monroe) Developmental Center
Policies and Procedures Manual. Students will read the Supplement and answer the
questions on the worksheet that follows.

Guidelines for Evaluating Learning Activity 1:

Students will check their own work. Check to be sure they've picked the correct dictionary
definition given how the word is used in the context.

178



Learning Activity 2

Students will check to see how many of the steps that are listed in this Supplement were
followed correctly by the Direct Care Worker they viewed in the videotape for Unit 54.

Guidelines for Evaluating Learning Activity 2:

Students will check their own work, but review to see if the steps they add are indeed included
in the document. A copy of the document begins on the next page.

BEST COPY AVAILABLE
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OFFICE oc bacPerAL RETARo.Tso..troeviomAss.

MONROE DEVELOPMENTAL CENTER
POLICIES

AND PROCEDURES MANUAL

REV. 10/93 5 a? Of
7.4.36Fyne:144A

RESIDENTIAL SERVICES

HEALTH AND NURSING SERVICES

uNsTADEPT/IDtSC:PLovE/SERvICE-

NURSING ADMINISTRATION OF ORAL MEDICATION

R71.772.7.--tiCZS:

Oral medications shall be administered by accepted standardsaccepted Nursing and Pharmacy guidelines. In all cases thePrimary RN will be the responsible person for all issuesconcerning medication administration.

4a.UCIAL NOTES:

1. measured doses, exactly using proper measuring apparatus,(i.e. graduates cup, medicine dropper).
\..

Always check with Unit Supervisor, RN, Communication Logfor delays, changes or omission s of medications.

Administer oral iron preparations and iron solutionswith a straw or dropper and/or dilute with water or fruitjuice to prevent staining the teeth.
4. Refused and/or unused medicine which has been removedfrom its original package or container shall not bereturned to that package or container. All controlledmedication shall be returned to the Pharmacy. Anyschedule II controlled substances that is discontinuedwill be returned to the pharmacy, immediately, duringregular pharmacy hours or as soon as pharmacy reopens.All non-controlled

medications shall be discardedaccording to MDC Policy and Procedure 7.18.33.
5. Medicine cups must be used for one individual and thendiscarded.

6. Liquids are not to be mixed whether in individuals cupsor original containers.

7 Cough syrups and antacids are to be administered last andwithout dilution.

8. Each individuals taking diuretics shall have weights,taken at consistent times and/or an individual schedulefor monitoring his/her potassium blood level as orderedby the physician.

S4. Each individual on potassium supplement will have anindividual schedule for monitoring his/her blood level asordered by the physician.
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OFFIC£ Of sr C P4 TA.L FliETAFUDATIONIOCVJTHGAIL

MONROE DEVELOPMENTAL CENTER
POUCIES

AND PROCEDURES MANUAL

REV. 10/93 2 of 2
I No00.0 0.14....C1 lle

/ 14
runcuo.

RESIDENTIAL SERVICES
sutyec.

HEALTH AND NURSING SERVICES
Too<

TS-SUING uNsTICEPT.IDISCIPLINECSEAvICE

NURSING ADMINISTRATION OF ORAL MEDICATIONS

10 Special instructions such as crush, shake bottle, etc.
must be clearly stated on the medication administration
sheet as well as on the medication container.

11. Special vehicles to assist medication administration must
have .a Physicians order (i.e. pudding, applesauce, honey,
thickened liquids, cakes or other sweets ), after
consultation with the ITT members.

12. Process for approval of special vehicles to assist with
medication administration:

a. The ITT will meet and recommend the special vehicle
to assist with the medication administration.

b. The physician well order the special vehicle to
assist in the medication administration ( i.e.
applesauce, pudding, honey, thickened liquids, cake
or any other vehicle deemed appropriate by the ITT.

c. The order for these vehicle will appear on, ( 89K ),
physicians orders immediately following the statement
to discontinue all previous orders. The RN will
monitor the medication administration at least
monthly when a special vehicle is being used.

d. The order will be reviewed by the physician and RN on
at least monthly basis. The ITT will review the
order quarterly.

The RN will document the appropriateness of the
vehicle and how the individual accepts their
medication on the quarterly nursing summary.

BEST COPY AVAILABLE
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pse CX 0 F v*EN'TAI ReTAADATIOWDEVJOICA8.

MONROE DEVELOPMENTAL CENTER
POLICIES

AND PROCEDURES MANUAL

0444
REV. 10/93

71
raqi 0 f %.1.3E

Fuell¢bilon

RESIDENTIAL SERVICES
S eCy

HEALTH AND NURSING SERVICES
Tootic

ISSUING uNiTiCEPTADISCIPLINEISERvICE:

NURSING
ADMINISTRATION OF ORAL MEDICATION

( From Unit Distribution System)

RESPONSIBILITY: PROCEDURE:

RN, LPN, APPROVED MEDICATION
ADMINISIRATION PERSONNEL.

1. Washes hands thoroughly before mea
or preparing medication.

2. Assembles equipment:
a) medicine cups
b) measuring equipment
c) vedicaticn book containing

Medication and Tteatment Record

3. Opens medication book to resident':
Medication and RX Sheet.
Reads individual medication record
for interim order, checks Doctors
in resident's record.

4. Locates resident's individual medi
cassette.

5. Checks resident's Medication Admin
record F223 for any discontinued m

by:
4111

a) Discontinued written after medi
with date and person.

6. If medication is not available in
medication cassette, notifies Phax
and/or unit RN; and a Med. 165 mus
completed and placed in the reside
cassette.

7. Remove medication label from irdiv
drawer, checking medication labia
Medication Record F223 using 3 sal
checks.
1) Caupares medication label with

medication sheet when removing
drawer.

2) Compare medication label-with
medication sheet while placing

3) Compares medication label with
medication shet before disposil
individual dose package. '..

8. Pour the accurate dose.



OfC4C£ OF 114C 04763- PETARD* TIO OVOCCADMAS.

MONROE DEVELOPMENTAL CENTER
POUC1ES

AND PROCEDURES MANUAL

ISSUING uNITADEPTADISCIPLINE/SERvICE:

NURSING

71.
REV. 10/93 2 of 4

Ile No
7.1.36

FunCiaCm1

RESIDENTIAL SERVICES

Took
HEALTH AND NURSING SERVICES

ADMINISTRATION OF ENRAL MEDICATIONS
( From Unit Dose Distribution System)

RESPONSIBILITY: PROCEDURE:

RN, 1PN, APPROVED
MEDICATION ADMINISTRATION
PERSONNEL

9. Uhen a controlled drug is used, note
accuracy of count, place unit dose
packet in medication cup. Immediately,
sign for medicine on Control Drug
Administration Count Sheet then
check count.

10. a) Shake liquids well, if solute has
settled, shake until returned to
suspension.

b) Jburliquid medicine directly into
calibrated cup.

c) Pour liquid medicine from bottle
on opposite side of label.

d) Hold measuring cup at eye level wits
thumb nail, marking the desired dosi
which is read at the lower level of
meniscus.

e) Measure drops (if drops ordered);
minims (if minims ordered).

f) Unit doses are left intact and
opened at time of administration.

11. Other instructions for pouring:

a) Complete administering medications
for one resident before administeri-
for the next resident.

.212
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b) Administer medication not more than
one half hour before or after state
time of administration.

12. Administration of Poured Medications:

a) Identify resident and medication by
comparing to photograph of resident
in the medication book or nursing c
plan; or ask unit staff member (RN,
LPN, or Supervisor).
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MONROE DEVELOPMENTAL CENTER
POUCIES

AND PROCEDURES MANUAL
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RESIDENTIAL SFRV/CES

SUING uNiTiCEPTiOLSC:PLINE/SERviCE.
NURSING

svINeir

HEALTH AND NURSING SERVICES
"rooc

ADMINISTRATION OF
( From Unit Dose

ORAL MEDICATION
Distribution Syst

kESPONc,TEAILITY:

RN, LPN, APPROVED
MEDICATION ADMINISTRATION
PERSONNEL

'1 1 3
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PROCFOURE:

12. b) Explain procedure
to individual.

c) Assist individual
to upright.position
if necessary.

d) Check pulse, BP,
etc., if indicated.

e) Hand medicine and
4-5 ounces of water
or thickened liquid
to the individual.
If indicated.
assist individual
to take the med-
icine with the water
or thickened liquid.

f)Remain with the in-
dividual until med-
icine is swallowed.

g) Observe individual
for reaction or
side effects.

h) Leave individual
safe and comfortable.

Note: Relock all doors of
medication cart be-
fore administering
medications, if
leaving cart.

13. Clean up:

a) Discard medicine
cups in designatt4
area.



MONROE DEVELOPmENTAL CENTER
POLICIES .

AND PROCEDURES MANUAL

ISSUING uh.i.oEPi .oisciPLINE SERvICE

NURSING

RESIDENTIAL STINT
S"1.°

1-1EALTH AND NURSING SERVIU-S

TOD.0
ADMINISTRATION OF ORAL MEDICATION
(From Unit Dose Distribution System)

-Terminating Procedure-

1. Lock medication cart and return it to
Treatment Room.

.2. Return controlled substances to control
wall box.

3. Secure Cart to lock on wall.

4. Return refrigerated drugs and food
substance to refrigerator.

5. Clean cart.

BEST COPY AVAILABLE
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 6

Medications

UNIT 56

Reporting and Managing Medication Errors

Job Context: Medication Administration

Communication Skills: Reading Comprehension

Objectives:
follow directions
review written material on medication administration
review medication regulations
understand technical vocabulary through the context

Purpose of Unit

Although it is the hope that all medications administered to individuals are given correctly and
accurately, accidents do occur. Therefore, OMRDD has established procedures for reporting
and managing medication errors. In this unit students review the procedures to follow when
there is a medication error.

Learning Activity

Supplementing this unit is an excerpt from the Finger Lakes (Monroe) DDSO's Policies and
Procedures Manual on medication administration errors. Students are asked to read these
regulations and answer the questions on the worksheet that follows.

Guidelines for Evaluating Learning Activity:

An answer key for the worksheet is provided on the next page.
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THEME AREA 6, UNIT 56

Answer Key

1. Student will give answer from own experience.

2. Non-Serious Reportable -- adverse effects or health in jeopardy
Serious Reportable severe adverse effects; admitted to hospital
Student will give examples from own experience.

3. Notifies the Registered Nurse.

4. 147 (I) and Medication Error Form. If Serious Reportable - 147 (I),
Medication Form, and Medical Progress Note

5. Students will provide answer from own knowledge base. Accept any sensible answer.



OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 7

Communicating and Connecting with Individuals

UNIT 57

Who Are These Individuals?

Job Context: Communicating and Connecting with Individuals

Communication Skills: Summarizing Concepts; Writing Skills; Demonstrating
Understanding and Empathy; Problem-Solving Skills

Objectives:
summarize main ideas of oral presentation
demonstrate understanding and empathy
recognize individuals as people
improve writing skills

Purpose of Unit

In this unit students view a videotape segment in which two Direct Care Workers talk about
being Direct Care Workers and their feelings about the individuals they work with.

Video Material

The video material for this unit is on Videotape # 2, Segment 15, beginning at 00:15:42 and
ending at 00:27:46.

Learning Activity

Students will view the videotape and answer the questions on the worksheet that follows.

188
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Guidelines for Evaluating Learning Activity:

The first two questions ask students to summarize. Check to see if this was done correctly.
Otherwise, students will use their own experience and background knowledge in answering
these questions.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 7

Communicating and Connecting with Individuals

UNIT 58

Rights of Individuals

Job Context: Ethics

Communication Skills: Summarizing Concepts; Writing Skills; Demonstrating
Understanding and Empathy; Problem-Solving Skills

Objectives:
summarize main ideas of oral presentation
demonstrate understanding and empathy
recognize individuals as people
improve writing skills

Purpose of Unit

In this unit students will think about some important questions about the rights of individuals.

Video Material

The video material for this unit is on Videotape # 2, Segment 16, beginning at 00:27:50 and
ending at 00:33:20.

Learning Activities

All of the Learning Activities in this unit will be sent to you by e-mail.
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Learning Activity 1

Students will view the first video section which shows Joe and the individuals in his care
smoking and in a paragraph summarize what is happening in this section.

Guidelines for Evaluating Learning Activity 1:

An answer key is provided on the next page.

Learning Activity 2

Students will write a paragraph describing how smoking is handled at their work site.

Guidelines for Evaluating Learning Activity 2:

Evaluate using previously established guidelines.

Learning Activity 3

Students will view the second section of the videotape where Joe is being interviewed about his
feeling concerning individuals who smoke and then answer the following questions:

1. How does Joe justify smoking?

2. Do you agree or disagree with Joe? Why?

3. What about someone who comes into the OMRDD system as a child? When he or she gets
to be an adult how does he or she become aware of this privilege? Should he or she be
made aware?

Guidelines for Evaluating Learning Activity 3:

An answer key is provided at the end of this unit.

Learning Activity 4

Students will discuss the following question: What other privileges can you think of, similar
to this one, that individuals would have in the outside world as their legal right but that may be
discouraged in an institution?
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Guidelines for Evaluating Learning Activity 4:

Evaluate using previously established guidelines.
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THEME AREA 7, UNIT 58

Learning Activity 1

Answer Key

The following should be included in the summary:

Joe sets individuals up for smoking

Joe lights everyone's cigarettes

Joe talks with individuals about movies while they are smoking

Joe monitors individuals. For example, he says, "Take your time, Robert. You're going
to burn yourself."
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THEME AREA 7, UNIT 58

Learning Activity 3

Answer Key

1. Answer should include the following:
In outside world, it's a privilege to smoke
Facility doesn't encourage smoking
When smoking, remove self from clients who don't smoke it's their right not to
smoke
This is a legal right

2. Student will give own opinion.

3. Student will give own opinion.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 7

Communicating and Connecting with Individuals

UNIT 59

System-Centered Vs. Person-Centered Approaches

Job Context: Communicating and Connecting with Individuals

Communication Skills: Reading Comprehension; Problem-Solving Skills

Objectives:
recognize individuals as people
review written material on sensitivity training
apply training material to practice
make inferences

Purpose of Unit

In this unit students review material on a person-centered approach to providing supports and
services to people with disabilities.

Learning Activity 1

Students are asked to think about what is meant by a person-centered approach to providing
supports and services to people with disabilities and to list their ideas on a piece of looseleaf
paper. If they can think of any examples of a person-centered approach being used at their
worksite, they will add them to their list.

Guidelines for Evaluating Learning Activity 1:

Students will check the accuracy of their own work in Learning Activity 3.
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Learning Activity 2

As a Supplement to this unit is an excerpt from the Core Service Coordination Training
Guide on "A Person-Centered Approach: Consumer Choice." Students will read this
Supplement and answer the questions on the worksheet that follows.

Guidelines for Evaluating Learning Activity 2:

An answer key is provided on the next page.

Learning Activity 3

Students will return to the list they made up for Learning Activity 1 and put a check mark next
to all of their ideas that were correct. They will put an "x" next to those ideas that were not
accurate. In addition, they will add any additional examples of person-centered approaches to
their list.

Guidelines for Evaluating Learning Activity 3:

Students self-monitor their work. Review just to make sure they understood the exercise.
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1. SC

2. PC

3. SC

4. PC

5. PC

THEME AREA 7, UNIT 59

Learning Activity 2

Answer Key

should use "woman with retardation"

uses "people" instead of "client"

should be "go to store with John"

"blind man" would be SC

person has meaningful choices, opportunity to make informed decision



OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 7

Communicating and Connecting with Individuals

UNIT 60

Change and How It Affects You

Job Context: Communicating and Connecting with Individuals

Communication Skills: Writing Skills; Reading Comprehension; Demonstrating
Understanding and Empathy; Problem-Solving Skills

Objectives:
demonstrate understanding and empathy in writng
recognize individuals as people
review written material on sensitivity training
improve writing skills
apply training material to practice
expand vocabulary
interface with e-mail

Purpose of Unit

In this unit students explore the concept of change further and think about how it affects them
as Direct Care Workers and as people.

Learning Activity 1

This Learning Activity reviews the vocabulary that appears in the Supplements to this unit.

198



Guidelines for Evaluating Learning Activity 1:

Students will not be sending you any work for this Learning Activity. The vocabulary will be
for their own reference.

Learning Activity 2

Students are asked to read a quote from Jean Ann Summers, a mother of a child with
disabilities, and to write an e-mail message to you giving their answers to the following
questions:

1. "If the family and/or person are supposed to be in charge, then what, precisely, is the role
of the professionals on the team?"

2. How do you see your role as a Direct Care Worker when the family and/or person is
in charge?

Guidelines for Evaluating Learning Activity 2:

Evaluate writing according to the guidelines previously established. Check to see if the
response indicates an understanding of the written material.

Learning Activity 3

Students study a chart showing the process of change. Then they are asked to think of
something that has happened in their own life where they made a big change. They will e-
mail a message to their e-mail partner with a copy to you describing the process of change for
that event, using the steps outlined on this chart.

Guidelines for Evaluating Learning Activity 3:

Evaluate writing according to the guidelines previously established in the Introduction to
Instructor's Manual.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 7

Communicating and Connecting with Individuals

UNIT 61

Guidelines for Writing about People With Disabilities

Job Context: Communicating and Connecting with Individuals

Communication Skills: Summarizing Concepts; Writing Skills; Reading Comprehension

Objectives:
summarize main ideas
recognize individuals as people
review written material on sensitivity to individuals
improve writing skills
apply training material to practice
skim and scan textual material
locate details in textual material
paraphrase technical material

Purpose of Unit

In this unit students review the Guidelines for Reporting and Writing about People with
Disabilities.

Learning Activity 1

Students study the Guidelines for Reporting and Writing about People with Disabilities and
then write a short paragraph giving the purpose and use of the Guidelines. They will practice
previewing skills to increase comprehension.
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Guidelines for Evaluating Learning Activity 1:

Check to see if the content of the answer is accurate.

Learning Activity 2

Supplement 2 is an excerpt from a training manual on behavior change. Students will circle
instances where the authors use item #5, Put people first, not their disabilities, in their
writing.

Guidelines for Evaluating Learning Activity 2:

The appropriate instances are circled on your version of the Supplement. Students will also
pick 3 sentences and paraphrase them. Check to see that the student has gotten the main idea of
the sentence in each case.
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THEME AREA 7. UNIT 6(
Supplement

Guidelines for
Reporting and
Writing about
People with
Disabilities

Fourth Edition, 1993



Introduction
As professional communicators, educators, and human

service providers. you are in a unique position to shape
the public image of people with disabilities. The words
and images you use can create a straightforward. positive
view of people with disabilities or an insensitive
portrayal that reinforces common myths and is a form of
discrimination.
Here is a set of clear Guidelines to help you make better

choices in terms of language and portrayal. The
Guidelines explain preferred terminology and offer

. suggestions for appropriate ways to describe people with
disabilities. They reflect input from over 100 national
disability organizations and have been reviewed and
endorsed by media and disability experts throughout the
country. Although opinions differ on some terms, the
Guidelines represent the current consensus among
disability organizations. Portions of the Guidelines have
been adopted into theAssociated Press Stylebook, a
basic reference for professional journalists.

Please use the Guidelines when you write or report
about people with disabilities. If you would like more
information, additional copies of the Guidelines or an
attractive 14 x 20 poster of disability writing style "do's"
and "don'ts," contact: Research and Training Center on
Independent Living, 4089 Dole Bldg., University of
Kansas, Lawrence KS 66045. You can also phone:
913-864-4095 (voice/TDD) or fax (864-5063).
The Guidelines are also listed in our free catalogue.

:0 r.
COMPLIMENTARY COPY

RESEARCH AND TRAINING CENTER
on ad:Er-ET:DENT LIVING

4089 Dcle T2itilding
Univcr,ity cf
Lawrence, K.

(913) 864-4C95 (Voice/MD)
(913) 864-5063 (FAX)

For Further Information
please contact the RTC/IL.

The Research
& Training

Center on
Independent

Living

C1993 RTC.'IL
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Portrayal Issues
Please consider the following w hen writing about

people with disabilities:
I. Do not focus on a disability unless it is crucial to a

story. Avoid tear-jerking human interest stories about
incurable diseases, congenital tmpairments, or severe
injury. Focus instead on issues that affect the quality of
life for those same individuals, such as accessible
transportation. housing, affordable health care,

.employment opportunities, and discrimination.
2. Do not portray successful people with disabilities

as superhuman. Even though the public may admire
superachievers, portraying people with disabilities as
superstars raises false expectations that all people with
disabilities should achieve at this level.
3. Do not sensationalize a disability by saying

afflicted with, crippled with, suffers from, victim of, and
so on. Instead, say person who has multiple sclerosis or
man who had polio.

4. Do not use generic labels for disability groups,
such as ''the retarded," "the deaf." Emphasize people not
labels. Say people with mental retardation or people who
are deaf.
5. Put people first, not their disability. Say woman

with arthritis. children who are deaf people with
disabilities. This puts the focus on the individual, not the
particular functional limitation. Because of editorial
pressures to be succinct, we know it is not always
possible to put people first. If the portrayal is positive
and accurate, consider the following variations: disabled
citizens, non-disabled people, wheelchair-user, deaf girl,
paralyzed child, and so on. Crippled, deformed, suffers
from, victim of, the retarded, infirm, etc. are never
acceptable under any circumstances.
.6. Emphasize abilities not limitations. For example:
uses a wheelchair/braces. walks with crutches. rather
than confined to a wheelchair, wheelchair-bound, or is
crippled. Similarly, do not use emotional descriptors
such as unfortunate, pitiful, and so forth.

Disability groups also strongly object to using
euphemisms to describe disabilities. Some blind
advocates dislike partially sighted, because it implies
avoiding acceptance of blindness. Terms such as
handicapable, mentally different, physically
inconvenienced, and physically challenged are
considered condescending. They reinforce the idea that
disabilities cannot be dealt with upfront.
7. Do not imply disease when discussing disabilities

that result from a prior disease episode. People who had
polio and experience aster effects years later have a
postpolio disability. They are not currently experiencing
the disease. Do not imply disease with people whose
disability has resulted from anatomical or physiological
damage (e.g., person with spina bifida or cerebral palsy).
Reference to disease associated with a disability is
acceptable only with chronic diseases, such as arthritis,
Parkinson's disease. or multiple sclerosis. People with
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disabilities should never be referred to as patients or
cases unIci;.3 ;heir ratationstitp .pith their doctor is under
discussion.
S. Show people with disabilities as active participants

of society. Portraying persons with disabilities
interacting with nondisabled people in social and work
environments helps break down barriers and open lines
of communications.

Appropriate terminology
Listed below are preferred wordS that reflect a positive

attitude in portraying disabilities.
AIDS. Acquired immunodeficiency syndrome is an

infectious disease resulting in the loss of the body's
immune system to ward off infections. The disease is
caused by the human immunodeficiency virus (HIV). A
positive test for HIV can occur without symptoms of
illnesses which usually develop up to 10 years later,
including tuberculosis, recurring pneumonia, cancer,
recurrent vaginal yeast infection, intestinal ailments,
chronic weakness and fever, and profound weight loss.
Preferred: people with AIDS or living with AIDS.
Blind. Describes a condition in which a person has loss

of vision for ordinary life purposes. Visually impaired is
the generic term preferred by some individuals to refer to
all degrees of vision loss. Use boy who is blind, girl who
is visually impaired. or man who has low vision.
Cleft lip. Describes a specific congenital disability

involving lip and gum. The term hare lip is anatomically
incorrect and stigmatizing. Use person who has a cleft
lip or has a cleft palate.
Congenital disability. Describes a disability that has

existed since birth but is not necessarily hereditary. The
term birth defect is inappropriate.
Deaf. Deafness refers to a profound degree of hearing

loss that prevents understanding speech through the ear.
Hearing impaired or people with hearing loss are the
generic terms preferred by some individuals to indicate
any degree of hearing lossfrom mild to profound. It
includes both hard of hearing and deaf. Others prefer
deaf or hard of hearing. Hard of hearing refers to a mild
or severe hearing loss that may or may not be corrected
wiih amplification. Use woman who is deaf boy who is
hard of hearing, or people who are hearing- impaired
Developmental disability. Any mental and/or physical

disability starting before age 22 and continuing
indefinitely. It limits one or more major life activities
such as self-care, language, learning, mobility,
self-direction, independent living, and economic
self-sufficiency. Term includes individuals with mental
retardation, cerebral palsy, autism, epilepsy (and other
seizure disorders), sensory impairments, congenital
disabilities, traumatic accidents, or conditions caused by
disease (polio, muscular dystrophy, etc.). May be the
result of multiple disabilities.
Disability. General term used for a functional limitation

that interferes with a person's ability, for example. to
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.valk. lift, hcar. or learn. It may refer to a physical.
sensory, or mental condition. Use as a descriptive noun
or adjective, such as persons who are mentally and
physically disabled or man with a disability. Impairment
refers to loss or abnormality of an organ or body
mechanism, Which may result in disability.

Disfigurement. Refers to physical changes caused by
burns, trauma, disease or congenital problems.

Down syndrome. Describes a chromosome disorder
which usually causes a delay in physical, intellectual,
and language development. Usually results in mental
retardation. Mongol or mongoloid are unacceptable.
Handicap. Not a synonym for disability. Describes a

condition or barrier imposed by society, the
environment, or by one's own self. Handicap can be used
when citing laws and situations but should not be used to
describe a disability. Say the stairs are a handicap for
her. (Note: Accessible parking is preferred to
"handicapped parking.")
Head injury. Describes a condition where there is

temporary or long-term interruption in brain functioning.
Use persons with head injury, people who have sustained
brain damage, woman who has traumatic brain injury,
or boy" with an acquired head injury.
Learning disability. Describes a permanent condition

that affects the way individuals with average or
above-average intelligence take in, retain, and express
information. Some groups preferspecific learning
disability, because it emphasizes that only certain
learning processes are affected. Do not say slow learner,
retarded, etc. Use has a learning disability.

Mental disability. The Federal Rehabilitation Act
(Section 504) lists four categories under mental
disability: psychiatric disability, retardation, learning
disability, and (physical) head trauma. Use these four
terms for specific instances; otherwise, mental disability
or cognitive impairment is acceptable.

Mental illness. Words such as crazy, maniac, lunatic,
demented, and psycho are offensive and should never be
applied to people with mental health problems
Psychotic, schizophrenic, neurotic, and other specific
terms should be used only in proper context and should
be checked carefully for medical and legal accuracy.
Acceptable terms are people with emotional disorders,
psychiatric illness, or psychiatric disabilities.

Mental Retardation. Generally considered a form of
developmental disability. Mental retardation consists of
significantly below average intellectual functioning with
deficits in adaptive behavior seen dining the
developmental period before age l8. Preferred: people
with mental retardation.

Nondisabled.'Appropriate term for people without
disabilities. Normal. able-bodied, healthy, or whole are
inappropriate.
Seizure. Describes an involuntary muscular

contraction, a brief impairment or loss of consciousness,
etc. resulting from a neurological condition such as
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epilepsy or i'rorn an acquired brain injury. Rather than

epileptic. g:ri with epilepsy or boy with a seizure
disorder The term convulsion should be used only for
seizures involving contraction of the entire body.

Small/short stature. Do not refer to people under
4'10" as dwarfs or midgets. Use person ofsmall (or
short) stature. Dwarfism is an accepted medical term, but
it should not be used as general terminology. Some
eroups prefer "little people." However, to some, that
implies a less than full, adult status in society.

Spastic. Describes a muscle with sudden abnormal and
involuntary spasms. Not appropriate for describing
someone with cerebral palsy. Muscles are spastic, not

people.
Special. Describes that which is different or uncommon

about any person. Do not use to describe persons with
disabilities (except when citing laws or regulations).

Speech disorder. A condition in which a person has

limited or difficult speech patterns. Use child who has a
speech disorder. For a person with no verbal speech
capability, use woman without speech. Do not use mute

or dumb.
Spinal cord injury. Describes a condition in which

there has been permanent damage to the spinal cord.
Quadriplegia denotes substantial or total loss of function
in all four extremities (some prefer tetraplegia to
indicate complete paralysis of all four extremities).
Paraplegia refers to substantial or total loss of function
in the lower part of the body only. Say man with
paraplegia or woman who is paralyzed.

Stroke. Caused by interruption in flow ofblood to
brain. Hemiplegia (paralysis on one side) may result.
Stroke survivor is preferred over stroke victim.

from: Core Service Coordination Training, NYS OMRDD, Workforce Planning and
Development, 1995.
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Theme Area 7, Unit 61

Supplement
Learning Activity 2 Answer Key

UNDERSTANDING AND CONCEPTUALIZING CHAPTER n
PROBLEM BEHAVIOR

was caused by psychomotor seizures as contrasted with behavior casued by poor impulse
control. The next section addresses various physiological correlates which effect behavior.

NEUROLOGICAL AND MEDICAL CORRELATES OF EXCESS BEHAVIOR

Neurol Factors. The most common type of neurological dysfunction amonc

c--lividuals with developmental disabilities, Is epilepsy. Although there are several types of

epilepsy, the most significant type for our discussion is the psychomotor seizure. Psychomotor

seizures usually have their focus in the temporal lobe (hence they are often referred to as
temporal lobe seizures) and are notable for their unusual behavior effects. These include an

array of complex movements (automatisms) which are performed in a repetitive, stereotyped

manner. The complex of movements may include such behaviors as running, kicking, spitting,

etc. and may also include displays of affective behavior. In extreme cases there may be
outbursts of aggression, usually with sudden, unprovoked onset. It is often difficult to
differentiate behaviors displayed during psychomotor seizures from similar behaviors which
occur interictally (i.e., between seizures rather than during them) and which may be
environmentally motivated. Seizure-related behavioral displays can be addressed through
behavioral and environmental strategies but they are usually conductedagainst the background

of standard treatment approaches such as anticomisant drug therapy and in extreme cases,
corrective neurosurgery.

Cerebral palsy is a group of movement and posture disorders caused by nonprogressive
brain lesions. Cerebral palsy involves paralysis, poor coordination, imbalance, and involuntary
movements and can be categorized as 'dyskinetic,' spastic,' or 'ataxic.' The dyskinetic form
is marked by jerky, uncontrollable movements of the muscles; the dyskinesias can be
exaggerated during volitional activities. The spastic form may also involve jerky, explosive

movements. These movements, like those noted in psychomotor seizures, can be confused
with those observed during purposeful displays of inappropriate behavior. Standard treatments
include exercise and reflex therapies, corrective surgery, and and- spasmodic medications.
Environmental and behavioral treatments usually focus on adjusting task demands so as to
minimize the individual's frustration which in turn helps prevent an exacerbation of excess
movements.

Another neurological condition that has attracted growing interest in recent years. is
Tourette Syndrome, characterized by motor and/or vocal tics which have an onset during the
developmental period. These tics may be expressed in a simple form (e.g., head jetting,
barking noises) or in a more complex form (e.g., twirling, coprolalia) and are considerec
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PROBLEM BEHAVIOR

involuntary. Althou individuals with Tourette Syndrome can exert some temporary control

over their symptoms it is enera y recognized that exerting control only delays an eventual and

often more severe outburst of the symptoms. In the past, interest in Tourette Syndrome had

been generally limited to extreme cases. As interest expanded to milder forms it was noted that

persons with Tourette Syndrome often exhibited other disorders as well. These include

obsessive-compulsive traits, hyperactivity and/or attention deficit disorder, learning disabilities,

and sleep disorders. Psychotropic treatment of Tourette Syndrome usually includes medications

such as haloperidol, clonidine, pimozide and clonazepam. These treatments are often

combined with psychotherapy to enhance coping, behavior therapies (which often focus on

teaching 'substitute tics' which are more socially appropriate), and relaxation or biofeedback

strategies to help alleviate stress.

Finally, there are a host of other neurologically-based problems resulting in sensory and/or

motor dysfunctions. These include possibly inherited tendencies that affect the individual's

'temperament' Examples include general activity level, threshold of responsiveness to

environmental stimuli, susceptibility to distraction, approach-withdrawal tendencies, and

impulsivity. These temperamental factors are typically difficult to address as th ace.laytheir

very nature systemic. In our o ulation we are frequently confronted vi individuals who are

particularly sensitive to sensory stimulation e.g., are sensory defensive or overaroused), who

find it difficult to focus (e.g., are hyperactive or overly excitable), or who are unable to process

certain types of sensory information (e.g., have hearing deficits or learning disabilities).

Environmental and behavioral strategies are often effective in addressing such deficits, but

usually require additional treatment regimens such as Ritalin or beta blockers, sensory

integration, augmentative communication e

Drug-related Factors. Many individuals with developmental disabiliti receive medications

and virtually all medications have side effects, ranging from those of little concern to those

which can be severely debilitating. The most noteworthy medications for our purposes are the

psychoactive ones, especially anti-psychotic medications. Side effects of arrtipsychotics arewell

known and usually become evident as the result of continued administration of a given

medication. It is also important to realize, however, that side effects can appear as the result

of drug reductions or withdrawals. Indeed, this is becoming increasingly apparent as more and

more emphasis is placed on decreasing our reliance on psychotropic medications.

Side effects can be implicated in behavioral displays in a number of ways. In some cases

side effects from medications can predispose an individual to engage in excess behaviors. For

example, the anti -choiinergic properties of most anti-psychotics result in dry mouth. This, in
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turn, can lead to increased drinking and may result in inappropriate behaviors such as drinking
from a toilet-or theft of liquids. In other cases, side effects can produce symptoms which can
be easily confused with an excess behavior. For example, adverse side effects of tricyclic anti-
depressants include restlessness and hypomania. Similarly, reduction or withdrawal of anti-
psychotic medication can produce tardive akathisia, a temporary movement disorder. These
side effects can be easily misinterpreted as increases in inappropriate behavior and may result
in a push for higher doses of the medication. Usually, however, it is best to discontinue the
drug if side effects are too severe or to prescribe medication to address the side effect.

Genetic Factors. It is well known that various chromosomal abnormalities can cause
mental retardation. Autosomal abnormalities (such as Down Syndrome) and abnormalities of
the sex chromosomes (such as Fragile X) are well documented. In this section a brief review
will be provided of how certain genetic abnormalities result in the display of fairly specific types
of inappropriate behavior, this listing does not include all pertinent syndromes.

Lesch-Nyhan syndrome is perhaps the most well-known genetic condition associated with
inappropriate behavior. This syndrome is a sex-linked recessive condition occurring only In
males and caused by an abnormality In the metabolism of uric acid. The most notable aspect
of this syndrome is its association with self-rnutilative behavior, usually directed towards the lips
and fingers. Treatments consist primarily of serotonin precursors and positive reinforcem
strategies. Come lia de Lange syndrome also results in self-mutilation, although its cause is

clear.

Phenylketonuria (PKU) is a condition caused by excessively high levels of the amino acid
phenylalanine. Children with PKU often display hyperactive, unpredictable behavior and may
also display stereotypic movements and aggression. The dominant therapy is a low
phenylalanine diet. Prader -WiIll syndrome appears linked to a deletion of chromosome 15 and
often results in temper tantrums and violent behaviors. ft is most notable, however, for its
related eating disorder. Persons with this syndrome are preoccupied with food and
inappropriate behaviors such as gorging, food theft, hoarding, and occasional pica are
observed. Behavior modification approaches to help control obesity are often used Other
disorders include Sanfilippo syndrome, a mucopoly-saccharide disorder often resulting in
hyperactive and aggressive behaviors, and Rett's syndrome, a disorder of unknown cause
affecting only women and sometimes resulting in such behaviors as hand wringing and
aerophagia.

Abnormalities of the sex chromosome may affect the X and Y chromosomes; these
abnormalities usually result in less specific behavior disruptions. Fragile X syndrome is linked
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to an increased risk of autism, and autistic behaviors may be more likely, particularly repetitive

speech (litany speech). In Klinefetter's syndrome, biological males have an additional X

chromosome. These individuals are often prone to personality disorders, often involving

sexuality.

Other Medical Causes. This final section will briefly touch upon a number of common

medical causes of problem behavior. Little elaboration will be provided as this section

addresses very common sense notions. Perhaps one ns is the

distinction between acute and chronic condition Individuals with developmental disabilities

experience the same range of acute illnesses and injuries as does ate general poputstf n. The

pain or discomfort from these can often cause the individual to act out inappropriately,

particularly non-verbal individuals. These situations are typically addressed by routine medical

treatment of the illness or injury along with situational management of the episode itself.

Chronic medical conditions are a different story, however, and require a higher degree

of integration between medical and other treatments. Several chronic conditions are found with

some frequency among the population we serve. Examples include epilepsy (discussed earlier),

gastro-esophageal reflux, constipation, pain from contractures or scoliosis, diabetes, and

allergies. In each of these cases excess behaviors may increase when the underlying condition

worsens. Because of the chronic nature of these problems it is important to teach the.

individual coping behaviors. Functional approaches might include such strategies as teaching

self- administration of medications, self - monitoring of bodily states (e.g., blood sugar levels),

communication programs (I'm in pain), relaxation programs, etc. Also critical is fostering staff

awareness of the underlying condition and sensitizing them to early signs that the condition is

worsening.

ORGANIC VERSUS ENVIRONMENTAL CAUSES

it is obvious from the above discussion that it is important to recognize that the causes

of behavior are complex_ Not every behavior problem is an operant response that is maintained

by its consequences, and not every inappropriate behavior has a specific function. tt is clear

that some behavior problems arise from direct and indirect physiological causes and some may

well be related to the organic brain dysfunctions causing the mental retardation in the first

place. A direct physiological cause might be an outburst of behavior related to a seizure or

to some specific chemical imbalance or hormonal change; an indirect cause might be some

physical problem or drug side-effect giving the person pain or irritation.

In analyzing the relative importance of these factors it is critical for the treatment team to
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establish a close, cooperative relationship with the primary physician and other specialists cal11110
in as consultants. It is necessary to consider as wide a range of possible casual variables as
might be probable. As has been shown in the field of behavioral medicine (health psychology)

even when individual's problems have a clear cut organic basis, there are still a considerable
variety of effective interventions that have been developed within behavior therapy. These will
not be available persons with disabilities,s long as the people we serve are perceived as

a special category and not simply persons with the same range of needs and concerns as
other people with problem behavior. It should also be apparent that knoviledge of internal
conditions affects staff perceptions of the individual being served. Staff usually feel differently
in calming an aggressive individual whose assaults are linked to epileptic seizure or sensory
defensiveness.

The next chapter explores the Importance of social relationships and its Impact on
behavior. Behavior occurs within a social context, and therefore an understanding, of
interpersonal relationships is critical to understanding problem behavior.

From: Warren, B., and Evans, I. M., eds. (1991). Positive Approaches to Behavior
Change: A Training Curriculum, Volume I. State of New York, OMRDD, 22 -26.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 7

Communicating and Connecting with Individuals

UNIT 62

Supported Living

Job Context: Communicating and Connecting with Individuals

Communication Skills: Writing Skills; Reading Comprehension; Problem-Solving Skills

Objectives:
recognize individuals as people
review written material on supported living
improve writing skills
apply training material to practice

Purpose of Unit

In this unit students will read and think about supported living. This is a new idea for
improving the lives of individuals with disabilities and it has the potential to drastically change
the way services are delivered.

Learning Activity 1

Supplementing this section is the Introduction to a training manual for Direct Service
Personnel on supported living'. Students will read the supplement and answer the questions on
the worksheet that follows.

1Dillman, J.; Karan, 0.C.; Granfield, J.M. (1994). Providing Support to People
with Developmental Disabilities: A Training Manual for Direct Service Personnel. IDS
Publishing Corporation, 3 5.
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Guidelines for Evaluating Learning Activity 1:

An answer sheet is provided on the next page.

Learning Activity 2

Students will think about an individual they work with and write an e-mail message to
you about how the concept of supported living would change their relationship with this
person. Students who are not yet doing Direct Care work will give their opinions about
supported living in their e-mail message.

Guidelines for Evaluating Learning Activity 2:

Check to see if students have edited and spell-checked their work. Is the writing well-
developed? Has the student built a strong case to support his or her opinions?

214



THEME AREA 7, UNIT 62

Learning Activity 1

Answer Key

1. a process that creates opportunities for individuals with disabilities to choose where they
live, with whom they live, and how they lead their lives.

2. individual choice comes first.

3. gives the right to.

4. services must be convenient for individual, not just for staff
respect values of individuals
see the world through the eyes of people you work with
help other people in individual's life to learn how to support him or her
use resources to meet needs of supported person
get ongoing training



OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 8

Managing Daily Living Activities

UNIT 63

Fire Evacuation Procedures I

Job Context: Emergency Procedures

Communication Skills: Locating Information; Skimming and Scanning; Note-Taking;
Reading Comprehension; Writing Skills

Objectives:
skim and scan written material on fire evacuation
review written material on fire evacuation procedures
analyze a problem pertaining to fire evacuation
practice note-taking skills
practice writing skills

Purpose of Unit

This unit and Unit 64 review emergency fire evacuation procedures. For this unit students will
read an article about a fire in a halfway house in Washington D.C.

Learning Activity 1

Students will skim, take notes on, and read an article on a halfway house fire in Washington,
D.C.

Guidelines for Evaluating Learning Activity 1:

Review your student's notes to see if they include the important information in the article.

216



Learning Activity 2

Students will write an analysis of the halfway house fire in an e-mail message to you. They
will include the answers to the following questions in their essay:

1. What went wrong?

2. What could have been done to prevent or minimize the impact of the fire?

3. What rules or regulations should have been followed?

4. What can be done to ensure that this doesn't happen again?

Guidelines for Evaluating Learning Activity 2:

A copy of the article and an analysis of the article is provided as a supplement to this unit.
Compare the student's analysis to the analysis provided by the author.

Check your student's work for correct grammatical form following previously established
guidelines.



THEME AREA 8, UNIT 63

Supplement

HALFWAY HOUSE FIRE
IN WASHINGTON, D.C.

KILLS TEN

James .R.. Bell'

An early morning fire in a community residence facility in the Northwest section of
Washington, D.C. took the lives of ten psychiatric facility outpatients and injured five others.
The building was used as a "halfway" house to accommodate female outpatients from a
federally owned psychiatric facility. The fire occured shortly before 1:00 am on Wednesday,
April 11, 1979, trapping the 21 residents on the east side of the three-story, brick, ordinary-
construction duplex in their rooms. Six residents on the second floor and three on the third
floor died as a result of the fire and smoke that filled the west half of the 75-year-old structure.
One other resident died after jumping from the second floor, and another was severely injured
when she also attempted to jump to safety.

The fire was caused by the misuse of smoking materials, which ignited a couch in the
first-floor lounge area; the blaze quickly extended up an open stairway to the second and third
floors. Since no other means of egress was available, 16 of the residents were unable to
evacuate to safety.

The factors that contributed to the fatalities included the following:
Lack of stairway enclosure,
Lack of a second means of egress to allow escape,
Sleeping room doors not properly protected,
Delay in alarm and evacuation of residents,
The combustibility of the furnishings and interior finish produced a rapid fire
buildup, limiting warning and evacuation time, and
Lack of training of staff in fire emergency procedures, and lack of fire drills for
residents.

BACKGROUND

The three-story duplex with basement was built at the turn of the century of ordinary
brick/wood-joisted construction. The two sides of the duplex were separated by a 12-inch brick
party wall. The adjoining halves of the duplex connected through doorways on the first floor
and basement levels only. The tin-clad connecting door on the first floor did not have either a
self-closing or an automatic closing mechanism. (See Figures 1 to 3.)

1 Mr. Bell is a member of the NFPA Fire Investigation Department
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The prominent feature in each of the duplex halves was the open stairway from the first
to the thrid floors. The wooden stairs had 39-inch wide treads with winders at the turns from
the first to the third floors, and 36-inch wide treads and winders from the second to third
floors. Carpeting material whose composition and flammability are unknown covered the
stairway treads. The wood banister and railing materials had been covered with enamel paint.
Hardwood panel wainscoting adjacent to the stairway on the fire floor was finished in a similar
manner. All doors throughout the duplex were hardwood panel-type doors that were standard
for the era in which the building was built. Transom areas also contained hardwood panels.

A posted evacuation diagram indicated that on the first floor, the front doors on both
sides of the duplex and the rear door from the kitchen on the west side were to be used as exits
in case of emergency. Although there was a rear door in the east half of the building, it was
located in a room used as a bedroom, which precluded its use as an exit since a bed blocked
the inward swing of the door. For the second and third floors, no evacuation routes were
shown on the diagram. The means of egress for upper floors was limited to the single open
stairway in each half of the building; no second means of egress was provided.

A manual alarm system was provided. On the second and thrid floors of each half of
the building, a manual pull box and alarm bell were located at the head of the stairway. On the
first floor, the pull station was located in the entrance hallway, between the front door and the
foyer areas. The control panel was located in the basement of the west side of the structure.

An annunciator panel was located beside the pull box situated in the entrance hallway
on the first floor of each half of the duplex. The annunciator panel had four indicator lights
that designated the floor where the signal was initiated (the basement, first floor, second floor,
or thrid floor).

Battery-operated emergency lighting units were provided on each floor, lighting the
stairway, corridors, and first-floor entrance foyers. Illuminated exit signs were placed at the
stairways, in corridors, and at the front hallways leading to the front doors.

The home was operated by the Volunteers of America, a community-oriented,
nonprofit service group that operates group homes, halfway houses, housing projects, and
nursing homes throughout the country. The building had been operated as a rooming house for
approximately 12 years before it was purchased by private owners in February 1978 and leased
to the Volunteers of America. The home housed female outpatients from St. Elizabeth's
Hospital.

Lisencing and Code Enforcement

During June 1974, the District of Columbia passed a regulation entitled the Health
Care Facilities Regulation (74-15), which set standards for the establishment, maintenance,
and operation of proprietary and nonprofit health facilities and the public health care facilities
operated by the District of Columbia. This regulation included "Supervised Personal Care
Facilities."
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On August 5, 1977, the Health Care Facilities Regulation was ammended by the
Community Residence Facilities Licensure Act of 1977. This established "Community
Residence Facilities," which were defined as:

A facility providing safe, hygienic, sheltered living arrangements for one (1) or more individuals aged
eighteen (18) years or older, not related by blood or marriage to the Residence Director, who are ambulatory and able
to perform the activities of daily living with minimal assistance. The definition includes facilities, including halfway
houses, which provide a sheltered living arrangement to persons who desireoi require supervision or assistance
within a protective environment because of physical, mental, familial, or social circumstances ....

The regulation changed the occupancy classification from institutional to residential.
The regulation also amended the District of Columbia Building Code to include by definition a
"community residence facility housing more than 15 residents as an L-1 Residential
Occupancy."

According to licensing requirements, a prospective resident would be admitted to and
retained by a community residence facility only if the resident was not in need of professional
nursing care and could be assisted safely and adequately within a community residence facility.
Residents were required to be able to perform the activities of daily living with minimal
assistance and be capable of proper judgment in taking action for self preservation under
emergency conditions.

Persons not generally oriented as to time and place, or person not substantially
ambulatory but needing limited personal assistance in case of an emergency, could be admitted
to a community residence facility by special permission. Such permission would be granted if
the community residence facility had sufficient staff to assure the safety of such residents.

The inspections and licensing program for community residence facilities was
consolidated under the city's Department of Human Resources (DHB). However, the program
was never put into effect because DHR lacked money and personnel.

On August 8, 1978, the Department of Economic Development issued a Certificate of
Occupancy for use of the structure for the purpose of "Room and Boarding for Adults - 51
persons," although it was later determined in investigations conducted by the Mayor's office
that the building did not meet District of Columbia Building Code requirements. Prior to the
issuance of the Certificate of Occupancy, the structure had been inspected on May 3, 1978 by
the Building Inspection Department, on May 11, 1978 by inspectors for the Department of
Human Resources, and on July 11, 1978 by an inspector from the Fire Marshall Division of
the District of Columbia Fire Department. At the time of the fire, the home was also without a
business license, since the previous year's business license had lapsed.

The Residents and Staff

Although the facility's Certificate of Occupancy allowed an occupancy of 51 persons,
only 47 people were living in the home at the time of the fire. The east side of the duplex, in
which the fire occurred, housed 21 residents and the west side had 26. Four more residents
were housed in a detached carriage house, which was not involved in the fire.

The residents, all of whom were women, ranged in age from 40 to 80 years. All of the
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residents had been certified as capable of self-care prior to their release from St. Elizabeth's
Hospital. This included the self-administration of personal medications, although community
residences were allowed under licensing regulations to supervise the taking of medications
prescribed for self-administration. Information on the type of medications and their possible
disabling effects on the residents was not available to the NFPA.

During the night shift, a single attendant was on duty in the facility. The attendant was
required to be awake and attentive to the conditions within the residence at all times. A
maintenance man also remained on the premises; he resided in a living area in the basement on
the east side of the structure.

Based on staff statements quoted in the press and comments made by survivors, it
appears that fire emergency training and fire drills were not conducted at the facility.

The Fire

The cause of the fire has been listed by the District of Columbia Fire Department Fire
Marshall's Office as accidental misuse of smoking materials. The exact scenario concerning
the cause of fire is not known for certain. Published press reports indicated that a flaming pack
of matches was dropped onto a black, vinly-covered synthetic foam couch, which ignited. This
was unconfirmed.

Shortly before 1:00 am on April 11, 1979, one of the residents attempted to light a
cigarette while sitting on a couch in the "smoking room," located on the first floor on the east
side. This room was actually part of the entrance foyer converted for use as a smoking lounge
by the addition of couch, chairs, and other furnishings. As the woman, described as a heavy
smoker, sat on the couch, part of the couch ignited. The resident attempted to douse the couch
with several jars of water that she carried from a nearby bathroom. After these efforts failed,
the residents called for help. The resident manager, hearing the call, entered the foyer and
found the center section of the couch on fire. The manager returned to the staff office on the
west side of the building and called for the maintenance man, who lived in the basement of the
east side of the facility. The manager also placed a call to the fire department, reporting a
"couch on fire." She then returned to the east side of the building, where she alerted residents
on all three floors. One of the residents tried to use a fire extinguisher, but was unable to
remove the extinguisher from its wall bracket. The resident located the local alarm box, but
could not see how to activate the alarm. The maintenance man arrived and immediately
activated the system, but the alarm sounded only in the east side of the building. The
maintenance man was also unsuccessful in using the extinguisher.

The fire spread to the additional lounge furnishings and to the combustible interior
stairway materials and short hallways. It quickly spread to the landings on the second and third
floors. With the hallways filled with fire and smoke, residents on the upper floors on the east
half of the duplex were trapped in their rooms.

The door between the two halves of the house at the first-floor level was left in an open
position. Its doorway adjoined the "smoking room" and was in close proximity to the open
stairways of both sections of the building. Some smoke passed through the doorway into the
west side of the duplex.
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Fire Department Actions

The first-arriving fire department units were at the scene at 1:01 am and found fire
burning on the first floor of the east side of the home and flames bursting from the first-floor
windows. Almost immediately, the fire was also visible in the second-floor front
and east-side windows, and shortly thereafter, fire could also be seen in the third-floor and
attic areas, with heavy smoke reported on all floors.

Fire fighters attempting to enter at the front of the east side encountered fire at the front
doors, which were locked. They advanced additional lines through both the front and the rear
of the building and completely extinguished the fire within 15 minutes. The engine company
sent to the rear of the building had difficulty entering the alley because of vehicles illegally
parked within the marked fire lane area.

At 1:08 am, the fourth battalion chief ordered a second alarm, and an additional four
engines, two ladders companies, a battalion chief, and another battalion chief who served as
the water supply officer were dispatched. At 1:09 am, the Deputy Chief ordered a special
alarm, which brought an aerial tower to the scene. An additional squad company was also
called to the scene at 1:17 am. These units assited in search-and-rescue, overhaul, and
ventilation of the building.

The 26 residents in the west side of the duplex were evacuated without injuries. Fire
fighters rescued seven residents from the east side of the building, five of them over ladders.
One resident found in the shower stall of the bathroom on the first floor was removed through
a rear room normally blocked by one of two beds in the room. Two residents were rescued
from the roof of the front porch over ground ladders. Two other residents were found in the
second-floor rear bedroom and were assisted from the building over ground ladders.

One resident who had crawled out onto the roof from her third-floor window was
rescued by means of an aerial ladder.

Casualties

The body of one victim was located on the sidewalk in the areaway between the facility
and another building, after he had jumped from a second-floor window in an attempt to
escape. A second resident was also found at this location, severely injured after a similar
jump. Four other residents were also treated for other injuries.

Five bodies were found on the second floor, three of them in a rear bedroom. Fire
fighters were ordered not to move what were thought to be four bodies, pending arrival of the
detectives from the homicide bereau of the Police Department. Howeve, one fire fighter,
making a check of the room approximately one-half hour after the alarm, heard one of the
victims breathing. Although severely burned, this resident survived the fire, but succumbed to
her extensive burn injuries at a hospital several days later. A fourth body was found in an
adjoining bedroom, and another was found in an adjoining bedroom, and another was found on
the second-floor stairway landing. Three victims were located in two rear bedrooms on the
third floor.
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Damage

Interior damage to the east side of the duplex was extensive. Fire damage extended
from the first to the third floors. The room of fire origin was gutted. The stairways, stairway
landings, and hallways on the second and third floors were heavily damaged. Second- and
thrid-floor rooms on the south (front) side of the building and the north end of both upper
floors received no direct fire damage.

From: Fire Saftey Training Module
NYC OMRDD
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ANALYSIS SECTION
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ANALYSIS

The exact scenario and time frame involving the ignition and subsequent buildup and
spread of fire are not known for certain. Witnesses indicated that the time period had been very
short. The combustibility of the vinyl-covered synthetic foam couch apparently contributed to a
rapid buildup of fire conditions'. Both high heat and heavy smoke were released, which
contributed to the inability of those residents who were aware of the. fire to use the stairway as an
evacuation route early in the incident.

The delay in sounding the alarm that occurred while the resident involved in the ignition of
the couch made several trips to a bathroom to obtain glasses of water, and the later delay by the
attendant in initiating evacuation, further limited the timely evacuation of the endangered
residents. The manual fire alarm was not pulled until threatening fire conditions had developed.
Pulling the manual alarm on the west side of the duplex did not activate the alarm on the east side,
since the alarm system for each side of the duplex was designed to activate independently.

If the staff member and the residents had used the extinguisher effectively, they might have
been able to control the fire at the point of origin.

The fire developed in the couch, spread to the wood-panel doors and trim and across the
ceiling to the open stairway. The open stairway, the sole means of egress available to the residents
on the second and third floors, quickly became untenable.The sofa material and the combustible
interior finish were responsible for the very rapid fire development. The fire raced across the
plaster-and-lath ceiling. The open stairway provided for the rapid spread of heat and smoke,
which mushroomed throughout the stairway landings and hallways.

Unable to use the stairway, residents on the east side of the building were forced to use
the smoke-filled hallways and exterior means in their attempts to reach safety. Two residents were
able to crawl through second-floor windows to the front-porch roof, and one resident crawled out
onto the third-floor roof area. Two others waited at their windows. All were rescued. One body
was found on the second-floor stairway landing, indicating that the victim may have been
attempting to leave by way of the stairway.

All of the residents from the west side of the facility were able to evacuate the second and
third floors by means of the unenclosed stairway on that side, even though smoke had penetrated
to this side through the door left open between the two units.

There was no second means of egress from the second and third floors of either side of the
duplex. If the requirements of Building Code or Community Residence Facilities Licensure Act
had been met, either a second interior stairway or an exterior stairway or fire escape would have
been required.

In either case, their effectiveness as a second means of egress would have been
jeopardized by the enclosed stairway. The apparently rapid buildup of smoke and heat rising in the
open stairway would quickly have made the hallways impassible, thereby blocking the route from

1 The couch was totally consumed during the fire, except for bottom framing materials. Samples were not
available.
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residents' rooms to either a second interior stairway or a single-access exterior means of egress.
Unless fire escape access had extended completely around the exterior of the structure, fire
escapes would have been of little use in this incident.

In addition, building limitations such as window size, air-conditioning units in windows,
and locked security screens would have limited the feasibility of the use of a secondary exterior
means of egress.

DISCUSSION

The lack of enforcement of applicable code requirements was instrumental in allowing
these conditions to exist. A Building Code requirement that corridor doors be protected on one
side with 26-gauge metal and be provided with door closers was not enforced. If these provisions
had been in place, residents would have been protected from the effects of the fire for a longer
period than they were by the hard wood-panel doors and transoms that were rapidly burned by the
fire.

The Community Facilities Licensure Act of 1977 required that each community residence
facility install a smoke or fire detection device. A similar requirement is found in the Building
Code, which requires all residential occupancies to install smoke detectors in all dwelling or
rooming units by 1981. If detectors had been in place, residents might have had more time.to
recognize the danger they were in and take appropriate action.

NFPA 101, the 1976 Life Safety Code (the Code) would have classified this facility as a
hotel occupancy, rather than as a rooming house. By the occupancy classifications provided in
Paragraph 11-1.3 of the Code, a:

Lodging or Rooming House: Includes buildings in which separate sleeping rooms are
rented, providing sleeping accommodations for a total of 15 or less persons, on either a transient
or permanent basis; with or without meals, but without separate cooking facilities for individual
occupants....

Hotel: Includes buildings or groups of buildings under the same management in which
there are more than 15 sleeping accommodations for hire, primarily used by transients who are
lodged with or without meals, whether designed as a hotel, inn, club, motel, or by any other name.
So-called apartment hotels shall be classified as hotels because they are potentially subject to
transient occupancy like that of hotels.

Under the requirements of Chapter II, "Residential Occupancies," the following provisions
would apply in this type of facility:

The open stairway would have to have been enclosed. The Code does.permit all
stairways of not more than three floors to be unenclosed, under certain conditions. In
this case, the requirements that would have allowed the stairway to remain

unenclosed were not fulfilled;

2
In the interest of comparing life safety problems exemplified by this incident to current national consensus

standards, the 1978 Edition of NFPA 101, the Life Safety Code, was utilized for analysis purposes. The Code had not
been adopted by Washington, D.C. for this type of facility.
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At least two exits would have to be accessible from every floor;
Neither a corridor smoke detector system, or any detection system would have been
required;
A 20-minute rated or 1 3/4-inch, solid wood-core door with self-closers would have

been required on all sleeping rooms;
"Exit" signs would have been required;
A local manual alarm system and fire department notification would have been required;
Extinguishers would have been required only in hazardous locations; and
Emergency lighting would not have been required, since there were less than 25 rooms.

The Code does not apply provisions significantly different from those that the local codes
applicable to this facilities require. In fact, in the areas of emergency lighting and smoke detection
systems, the Code is less stringent in its requirements.

In the case of both the local codes, and in the application of the Code to this facility,
enforcement and full compliance with the requirements would have limited the degree of hazard
confronting the residents. Of all the features that affect the overall life safety within the structure,
two - an unenclosed stairway and a single means of exit - produced an overwhelming degree of
hazard to life safety that could not be overcome by other life safety features present.

This investigation was conducted by the NFPA under contract to the Department of Commerce. It was
jointly funded by the National Bureau of Standards, the United States Fire Administration and the NFPA. It may be
freely reprinted with the customary crediting of the source.

The facts and conclusions contained in this report were developed by the NFPA and do not necessarily
represent the views of the United States Fire Administration or the National Bureau of Standards.

228



OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 8

Managing Daily Living Activities

UNIT 64

Fire Evacuation Procedures II

Job Context: Emergency Procedures

Communication Skills: Locating Information; Reading Comprehension

Objectives:
locate and review emergency fire evacuation procedures
review written material for fire evacuation procedures
practice skimming and scanning

Purpose of Unit

In this unit students will review emergency fire evacuation procedures.

Learning Activity 1

Students will see how much they know about fire safety procedures by taking a quiz on fire
safety procedures.

Guidelines for Evaluating Learning Activity 1:

Students will self-correct their answers.

Learning Activity 2

Students will outline the emergency fire evacuation procedures at the Community Home or
Center where they work.
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Guidelines for Evaluating Learning Activity 2:

Students will self-check in Learning Activity 5 to see if what they've written matches the
actual procedures at their site.

Learning Activity 3

Students will read a memo on Family Care Fire Safety Issues and then answer the
Comprehension Questions that follow.

Guidelines for Evaluating Learning Activity 3:

An answer key is provided on page.

Learning Activity 4

Students will underline the sentences in the memo that refer to the requirements for written
documentation of drills. They will then circle those same items on a fire drill/evacuation
report.

Guidelines for Evaluating Learning Activity 4:

An answer key is provided on the next page.

Learning Activity 5

Students will locate and review the fire safety diagram and fire safety plan at their own
work site. They will check to see how much of the information is included in their outline for
Learning Activity 2.

Guidelines for Evaluating Learning Activity 5:

See Learning Activity 2.
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THEME AREA 8, UNIT 64

Supplement 2

OFFICE OF MENTAL RETARDATION AND DEVELOPMENTAL DISABILITIES

44 Holland Avenue Albany New Yorke 12229

ZYGMONO L. SLEZAX
Commissioner

To:

From:

Date:

RE:

Program Planning and Policy Analysis
Administration Memorandum No. 83-4

PAUL S. PUCCI
Deputy Commissioner

Program Planning and Policy

Family Care Providers
County Service Group Association Commissioners
Developmental Center Safety Officers
B/DDSO Directors
County Service Group Family Care Coordinators
B/DDSO Family Care Case Managers

James P. Otis, Ph.D.
Director
Bureau of Standards and Procedures

March 11, 1983

Family Care Fire Safety Issues

A recent fire tragedy in a family care home in Western New York State in which three clients
lost their lives has highlighted the need for family care providers and OMRDD staff with
responsibility for family care to increase their awareness and vigilence regarding fire safety
issues. Its occurrence demands that all parties review their means of addressing fire safety and
make improvements where advisable.
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Administrative Memorandum No. 83-4
March 11, 1983
Page 2

The specific section of the regulation relating to fire safety for family care homes is Section
87.9 of Part 87. A copy of this section is attached for your reference. While there are a
number of standards within section 87.9 that relate to assuring an environment that provides a.
minimal level of fire safety for clients and providers; there is one to which I would particularly
like to draw your attention. This is Section 87.9(d)(4) which relates to a fire safety plan which
reads as follows:

"A fire evacuation plan should be developed and implemented to reduce anxiety and
panic during a fire situation. The rehearsal of the plan should include all residents and
also the family members. This plan should be rehearsed quarterly and a written record
kept. If necessary, the fire safety officer will be available to help devise and implement
an evacuation plan."

Based on this standard, please be advised that it is the policy of OMRDD that fire evacuation
plans are required of every family care home. In addition, it is expected that the written
documentation of all drills will include information on the total time of evacuation and
identification of the specific clients who are particularly slow in their evacuation performances.
At a minimum, any plan that is developed should have the following general characteristics:

a) Be specific to the home and take into account any physical pecularities of the
environment.

b) Contain the specific "how-to's" written in uncomplicated language.

c) Specify the means or the process for dealing with any problems that might occur.

d) Specify the means of follow-up which will ensure that solutions to problems are
implemented and are effective.

e) Specify the training and practice guidelines that will be used.

g)

Specify the records which will be kept.

Specify who is responsible for what.
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Administrative Memorandum No. 83-4
March 11, 1983
Page 3

In the interests of assuring an acceptable level of adequacy in such plans, Commissioner
Slezak, has indicated that Developmental Center Safety Officers are to be called upon to
provide an appropriate level of fire safety in-service education to B/DDSO Family Care Case
Managers. Subsequent to this training, B/DDSO Family Care Case Managers are to visit each
family care home in their service area as part of their next monthly visit schedule and review
and update the existing plan or, if necessary, develop a fire evacuation plan. The fire safety
plan is to be a jointly developed project between the provider and the Case Managers with
input from the Safety Officer when there are technical questions which go beyond the Case
Manager's training or there is unresolved disagreement. A copy of the final fire safety plan
must be kept at both the family care home and the B/DDSO. The fire safety plan is to be
reviewed by the Developmental Center Safety Officer at any time there is a formal inspection
of the home. Quarterly, Family Care Case Managers should make it part of one of their
monthly visits to check on the adequacy of the previous fire drill and its documentation.

As part of the plan and as required by regulation, there is to be at least quarterly practice of
the fire evacuation procedures and written documentation of its occurrence. Fire evacuations
should occur over the course of a year during periods of the day, evening, and night. It is
expected that any problems that develop during fire drills will be identified and appropriate
solutions implemented to minimize their reoccurrence. Developmental Center Safety Officers
can be an invaluable resource in this regard and should be consulted when the provider and
B/DDSO Family Care Case Managers can't develop an effective answer.

Client performances during a fire drill subsequent to practice and training, is obviously a
necessary consideration. While a specific time of evacuation standard is not specified in the
regulation, it is expected that clients should be able to exit the home or move to a designated
fire safe area within 2 1/2 minutes (i.e., the standard for self-preservation capacity in all other
OMRDD certified residential programs). Clients who take significantly longer than 2 1/2
minutes must be prime candidates for additional intensive training under the guidance of
appropriate DDSO staff. In addition, for such clients, consideration must be given to locating
the client's bedroom on the first floor of the home or at least closer to the primary fire exit.
For some clients, the continued appropriateness of the family care placement from the
perspe...tive of the fire safety and self-preservation capacity needs to be considered pursuant to
the requirement of Section 87.9(b) which states:
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Administrative Memorandum No. 83-4
March 11, 1996
Page 4

"Requirements for residents who are non-ambulatory, deaf, blind or incapable of self
preservation under emergency conditions shall be determined on an individual case
basis."

While there can be no hard and fast rules applicable in this regard to every client in every
family care home, a common sense appraisal of the level of risk is appropriate. This appraisal
may appropriately take into account such factors as:

1. Number of total occupants in the home.

2. Age of home and construction characteristics.

3. The specific characteristics of the client which directly effect his/her evacuation

performance.

4. Level of function of other client.

5. Capacity of the provider and other clients to provide assistance.

6. Type of home (i.e., 1 or 2 story).

7. Location of bedrooms in relation to the primary fire exit.

8. The feasibility of structural modifications to the home which will reduce fire risk or

provide enhanced fire protection.

9. Smoking habits (or lack thereof) by clients and providers.

10. Any other compensating factors which would appear to lower the degree of risk.

In conclusion, OMRDD does not wish to unnecessarily alarm providers or clients with respect
to the issues of fire safety which have been discussed in this memorandum. However, in light
of the potential for tragedy, it is important that all of us review the matter carefully to ensure.
that all that may reasonably be done to ensure client safety has been done. Your personal
efforts and increased awareness in regard to the issue of fire safety will go a long way toward
this goal.

Thank you.

JPO/jmw
Attachments
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THEME AREA 8, UNIT 64

Supplement 2

Memo on Family Care Fire Safety Issues

Answer Key for Comprehension Questions

1. recent fire tragedy

2. reduce anxiety and panic

3. at the family care home and the B/DDSO

4. at least quarterly, all periods of the day

5. 2 1/2 minutes

6. move bedroom to first floor
move closer to exit
re-evaluate family care placement
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SHIFT(X ore) DAY E7ENING NIGHT

, or, Ctmm. Residence/IC7 Service

aC.lation started: Ended: Time Elapsed

3. Type of Alan: Fire Alin Smoke Detector Oral

4. Was the Fire Evacuation :Plan showing evacuation routes posted?
Yes No Followed: Yes No

5. Was the Fire Disaster Flan Available? Yes No

6. CLIENT (BY NA:E) PARTICIPATING
(NOTE: All clients who are on
the unit. If they are absent
nor.e abs. after their name.)

TIME TAKEN
TO EVACTJATE )PROBLEMS/COMENTS

(CONTINUED ON BACK)
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7. STAFF PA.RT:ZIPATT::G

NAME .77.7LE

8. EVALUATTON- Row effective was the drill: Effective No: 7"4-4Ve

Was th- -clear signal able to be heard? Yes No N/A

Below please make any additional comments you wish that would help the drill/evacuation be
more effective.

Safety Officer Signature

Living Supervisor

Community Residence Director Signature

BEST COPY MLA t LE

Date
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 8

Managing Daily Living Activities

UNIT 65

Math Review (Decimal Numbers)

Job Context: Math Skills Related to Managing Daily Living Activities

Communication Skills: Mathematical skills; Problem-solving

Objectives:
practice problem-solving with decimals
apply basic math skills to job-typical problems

Purpose of Unit

In this unit students will practice solving problems that use decimal numbers.

Learning Activity

Students are asked to complete the following on the Introduction to Basic Math software:

Chapter 3 Operation on Decimals

Section 2 Adding Decimal Numbers

Problems # 11, 12, 13, 14 (use page down key to get to problem #11)

Section 3 Subtracting Decimal Numbers

Problems # 11, 12, 13, 14
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Section 4 Multiplying Decimal Numbers

Problems # 11, 12, 13, 14

Section 5 Dividing Decimal Numbers

Problems # 12, 13, 14

Students are told that if they have any difficulty completing the problems in this review they
may want to continue practicing by completing problems #1-10 in each of the sections above.

Guidelines for Evaluating Learning Activity:

Students will self-correct their work. They will then send an e-mail message to you telling
you that they completed this unit and how they did.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 8

Managing Daily Living Activities

UNIT 66

Purchasing and Preparing Food

Job Context: Purchasing and Preparing Food

Communication Skills: Reading Comprehension; Using Unit Pricing; Interpreting
Nutritional Labels

Objectives:
comprehending written materials
reading figures and charts
using basic computation skills

Purpose of Unit

In this unit students practice reading figures, charts, and labels pertaining to purchasing and
preparing foods for community homes.

Learning Activity 1

Supplement 1 to this unit provides information on using unit pricing. Students will read this
Supplement and answer the questions on the worksheet that follows.

Guidelines for Evaluating Learning Activity 1:

An answer key follows the next page.
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Learning Activity 2

Students will study the charts in Supplement 2 and then answer the questions on the worksheet
that follows.

Guidelines for Evaluating Learning Activity 2:

An answer key follows on the next page.

Learning Activity 3

The charts in Supplement 3 give the recommended food quantities for pork, lamb, and dairy
products. Students will calculate the amount to purchase for service to 16 people.

Guidelines for Evaluating Learning Activity 3:

An answer key is provided at the end of this unit.
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THEME AREA 8, UNIT 66

Learning Activity 1

Answer Key

1. Welch's Jelly

2. Era Detergent

3. Kix and Total

4. Healthy Choice



THEME AREA 8, UNIT 66

Learning Activity 2

Answer Key

1. 114 g.

2. 30

3. 2,000

4. You would use one chart or the other depending on your diet.

5. Any of the following: fruits, vegetables, whole-grain food, beans, peas

6. sugar, fats

7. 40%

8. These should be limited in diet so maximum amount applies across the board.
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THEME AREA 8, UNIT 66

Learning Activity 3 -- Recommended Food Quantity

Answer Key

Meats: Pork and Lamb Dairy Products

Pork Chops 4 1/2 lbs. Milk 4 qts.
Pork Roast -- bottom 6 3% lbs. Buttermilk 4 qts.
Ham bone in 6 3/4 lbs. Cheese 2 lbs.
Ham boneless 5 lbs. Yogurt 8 lbs.
Pork roast shoulder 6 3% lbs. Cottage Cheese 4 lbs.
Pork loin 6 3% lbs. Ricotta 4 lbs.
Pork spareribs 13 'A lbs. Cream 1 cup
Pork sausage 3 3% lbs. Soups ten 10-oz. cans
Pork tenderloin 4l lbs.
Bacon sliced 2 lbs.
Leg of lamb 5 lbs.
Lamb chops 8 lbs.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 8

Managing Daily Living Activities

UNIT 67

Interacting with the Medical Community

Job Context: Interacting with Medical Community

Communication Skills: Developing Connecting Skills; Relaying Information; Writing
Skills; Problem-Solving Skills; Using a "Consult" Form

Objectives:
recognize role as advocate for the individual
practice communicating information
use writing skills

Purpose of Unit

In this unit students review the procedures they need when interacting with the medical
community.

Video Material

The video material for this unit is on tape # 2, Segment 17, beginning at 00:33:24 and ending
at 00:35:42.

Learn Ng Activity 1

Students will view a videotape segment and write down what the medical problem may be.
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Guidelines for Evaluating Learning Activity 1:

The medical problem is as follows: Shoes may cause blisters after being worn for a few days.

Learning Activity 2

Students are asked to write a script of a medical visit and the communication between the
Direct Care Worker and the doctor.

Guidelines for Evaluating Learning Activity 2:

Does the script make sense? To your knowledge, are the steps that the Direct Care Worker
takes appropriate? For example, at some point in the conversation the Direct Care Worker
should show the doctor paperwork he or she has brought from the community home.

Learning Activity 3

Students will review the medical forms that are included in the Supplement and answer the
questions that follow.

Guidelines for Evaluating Learning Activity 3:

An answer key is provided on the next page.
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THEME AREA 8, UNIT 67

Learning Activity 3

Answer Key

1. To provide information on outcome of doctor's visit.

2. Possible answers: (accept any sensible answer)

follow-up

to know what procedures to follow

to adjust medical records

3. pertinent: relevant

4. bottom of the page

5. After writing the treatment, etc. in this column, sign with name and title.

6. to pass on

7. To make sure that the recommendation is correct. Written orders are more accurate and
can be referred to. (Accept any sensible answer.)
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 8

Managing Daily Living Activities

UNIT 68

Spelling Review

Job Context: Note and Report Writing

Conununication Skills: Spelling; Dictionary Skills

Objectives
review words most often misspelled
review spelling rules
review using a dictionary for spelling and meaning

Introduction

In this unit students will continue developing their spelling.

Learning Activity

Students will study Chapter 14 in their Writing Skills Handbook and then complete the
colored worksheets in their packet.

Guidelines for Evaluating Learning Activity:

The answer key for this Learning Activity is in your worksheet packet.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 8

Managing Daily Living Activities

UNIT 69

Leisure and Recreational Activities

Job Context: Assessing Individual's Daily Living Activities

Communication Skills: Reading Comprehension; Writing Skills

Objectives:
review written material on leisure and recreational activities
practice writing

Purpose of Unit

In this unit students review the meaning of leisure and recreational activities.

Learning Activity 1

As a Supplement to this unit is an Information Sheet from an OMRDD Learning Guide to
Individualized Instruction on recreational and leisure activities. Students will read this
Information Sheet and answer the questions that follow.

Guidelines for Evaluating Learning Activity 1:

Students self-check their work.
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Learning Activity 2

Students will e-mail a message to you with a list of the leisure activities and recreational
activities they enjoy.

Guidelines for Evaluating Learning Activity 2:

To assess if students have a good understanding of the concepts in the passage, check to see if
students have put their leisure and recreational activities in the right categories.

Learning Activity 3

Students will write an e-mail message to their e-mail partner with a copy to you. They will
pick one of the leisure activities or recreational activities on their list in Learning Activity 2
and describe the activity to their e-mail partner.

Guidelines for Evaluating Learning Activity 3:

Work should be edited and spell-checked. In reviewing work, apply guidelines established
previously.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 8

Managing Daily Living Activities

UNIT 70

Assessing an Individual's Leisure Interests

Job Context: Assessing Individuals' Daily Living Activities

Communication Skills: Reading Comprehension; Writing Skills; Problem-Solving;
Locating Information

Objectives:
review written material on leisure and recreational activities
apply procedure to practice
practice writing
practice locating information
employ problem-solving skills

Purpose of Unit

In this unit students review how to find the proper sources to use in assessing an individual's
leisure and recreational interests.

Learning Activity 1

As a Supplement to this unit is an Information Sheet from an OMRDD Learning Guide to
Individualized Instruction. Students will read this Information Sheet and answer the
questions that follow.

Guidelines for Evaluating Learning Activity I:

Students self-check their work.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 8

Managing Daily Living Activities

UNIT 70

Assessing Individual's Leisure Interests

Job Context: Assessing Individuals' Daily Living Activities

Communication Skills: Reading Comprehension; Writing Skills; Problem-Solving;
Locating Information

Objectives:
review written material on leisure and recreational activities
apply procedure to practice
practice writing
practice locating information
employ problem-solving skills

Purpose of Unit

In this unit students review how to find the proper sources to use in assessing an individual's
leisure and recreational interests.

Learning Activity 1

As a Supplement to this unit is an Information Sheet from an OMRDD Learning Guide to
Indiviaualized Instruction. Students will read this Information Sheet and answer the
questions that follow.

Guidelines for Evaluating Learning Activity 1:

Students self-check their work.
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Learning Activity 2

Students will pick an individual they work with or someone they know and apply the steps
outlined in the Supplement to find out about that person's leisure and recreational activities.

Guidelines for Evaluating Learning Activity 2:

To assess if students have a good understanding of the concepts in the passage, check to see if
they were able to follow the steps outlined and if they were able to find the required
information.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 8

Managing Daily Living Activities

UNIT 71

Finding Sources for Leisure Activities

Job Context: Planning Individuals' Daily Living Activities

Communication Skills: Reading Comprehension; Problem-Solving; Locating Information;
Planning Skills

Objectives:
review written material on leisure and recreation activities
apply procedure to practice
find methods to locate resources for activities in the community
locate resources for activities in the community
employ problem-solving skills

Purpose of Unit

In this unit students review how to find sources for leisure and recreational activities in the
local community.

Learning Activity 1

Supplementing this unit is an Information Sheet from an OMRDD Learning Guide to
Indiviaualized Instruction. Students will read this Information Sheet and answer the
questions that follow.

Guidelines for Evaluating Learning Activity 1:

Students self-check their work.

252

,
c, 3



Learning Activity 2

Students will check the local resources available to them for leisure and recreational activities.
They will refer to at least three different resources and make a list of activities that might be of
interest either to the individuals they work with or to themselves. They will include the names
of the sources they used for their information in the notes they send to you.

Guidelines for Evaluating Learning Activity 2:

To assess if students have a good understanding of the concepts in the reading, check to
see if they were able to find the required information.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 9

Improving Productivity and Job Efficiency
through Personal Development

UNIT 72

How To Improve Your Work

Job Context: Improving Job Productivity and Efficiency

Communication Skills: Reading Comprehension; Problem-Solving Skills; Writing Skills

Objectives:
review written material on problem-solving
recognize strengths and areas of needed improvement in job skills
practice writing skills
employ problem-solving strategies

Purpose of Unit

This Theme Area gives students some ideas of how to improve their productivity and job
efficiency through personal development. For this unit students will think about their own job
and ways they could improve their work.

Learning Activity 1

Students will make a list of what they do well on the job and what needs improvement.

Guidelines for Evaluating Learning Activity 1:

See if students are able to assess their own strengths and weaknesses.
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Learning Activity 2

Students will read a Supplement on Rules for Brainstorming. They will then look at their list
of what needs improvement and brainstorm ways to improve their work. They will circle the
solution that seems most feasible.

Guidelines for Evaluating Learning Activity 2:

Check students' work to see if it shows an understanding of brainstorming. Is the solution
they circled the one that is most practical?

Learning Activity 3

Students will use their notes from Learning Activity 1 and Learning Activity 2 to write an e-
mail message to their e-mail partner with a copy to you. They will write the things that they
do well on the job, the areas where they feel they could improve their work, and ways to
address these areas. They may share their ideas about what has worked well for them on the
job.

Guidelines for Evaluating Learning Activity 3:

Were students able to use their notes as a framework for a well-written essay? Evaluate work
using previously established guidelines.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 9

Improving Productivity and Job Efficiency
through Personal Development

UNIT 73

Stress Management

Job Context: Reducing Stress on the Job

Communication Skills: Reading Comprehension; Vocabulary Skills

Objectives:
learn or review scientific vocabulary
demonstrate understanding of vocabulary

Purpose of Unit

In this unit students review terminology used in discussing management of stress and read
about the definition, cause, and effect of stress.

Learning Activity 1

Students will read an information sheet from an OMRDD Learning Guide to Individualized
Instruction on terms used in discussing management of stress and then answer the questions
that follow.

Learning Activity 2

Students will read an information sheet from an OMRDD Learning Guide to Individualized
Instruction on terms used in discussing management of stress and then answer the questions
that follow.
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Guidelines for Evaluating Learning Activities 1 and 2:

Students will self-correct their own work. They will send an e-mail message to you letting
you know they completed this unit along with any questions or comments they may have.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 9

Improving Productivity and Job Efficiency
through Personal Development

UNIT 74

Recognizing Stress on the Job

Job Context: Reducing Stress on the Job

Communication Skills: Problem-Solving Skills; Writing Skills

Objectives:
identify indicators of feeling
identify stressful situations on the job
practice writing skills
employ problem-solving strategies

Purpose of Unit

In this unit students will think about the kinds of things that can be stressful on the job.

Video Material

The video material for this unit is on Tape # 2, Segment 18, beginning at 00:35:43 and ending
at 00:44:40.

Learning Activity 1

Students will view a videotape segment and list all the things that Joe says or does that give
them a clue that he's feeling stressed.
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Guidelines for Evaluating Learning Activity 1:

Students will check their own work.

Learning Activity 2

Students will re-view the segment to see what is happening in Joe's workday that
could be considered stressful. They will make a list of the events and occurrences that they
think Joe might have found stressful.

Guidelines for Evaluating Learning Activity 2:

Students will check their own work.

Learning Activity 3

Students will keep a written record of the following: What do you find stressful in your work
day? Are you aware when you are feeling stressed? How do you react when you are feeling
stressed? They will e-mail a short message to you in which they discuss what they found out
from this activity.

Guidelines for Evaluating Learning Activity 3:

No evaluation needed.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 9

Improving Productivity and Job Efficiency
through Personal Development

UNIT 75

Reducing Stress

Job Context: Reducing Stress on the Job

Communication Skills: Reading Comprehension; Writing skills; Problem-Solving Skills

Objectives:
review written material on stress reduction
learn stress reduction methods
apply stress reduction methods
practice writing skills
employ problem-solving strategies

Purpose of Unit

In this unit students will review ways to manage stress and reduce its harmful effects.

Learning Activity 1

Students will make a list of some things that are stressful on the job and in their personal lives.

Learning Activity 2

Students will make a list of some of the things they do to help manage and reduce stress.
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Guidelines for Evaluating Learning Activities 1 and 2:

Review lists to get a feeling for what is stressful to your students and whether or not they
employ effective coping mechanisms.

Learning Activity 3

Students will read an information sheet from an OMRDD Learning Guide to Individualized
Instruction on the definition and description of stress and answer the questions that follow.

Guidelines for Evaluating Learning Activity 3:

Students self-correct their answers.

Learning Activity 4

Students will write an e-mail message to you addressing the following questions: Were many
of the techniques discussed in the Supplement familiar to you? Are there any ones in
particular that you think would be helpful to you? How would you go about incorporating
them into your life?

Guidelines for Evaluating Learning Activity 4:

Evaluate work using previously established guidelines.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 9

Improving Productivity and Job Efficiency
through Personal Development

UNIT 76

Refreshing Your Mind During Work

Job Context: Reducing Stress on the Job

Communication Skills: Reading Comprehension; Following Directions; Writing Skills

Objectives:
review written material on stress reduction
follow directions for implementing stress reduction techniques
learn stress reduction methods
practice writing skills

Purpose of Unit

In this unit students review techniques they can use to reduce stress, refresh their minds, and
refocus their energies during the workday.

Learning Activity 1

Students will read Supplement 1, which provides some suggestions on how to work more
efficiently by periodically refocusing.

Learning Activity 2

Students will reread the steps for Benson's Relaxation Response and then will practice the
Response.
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Guidelines for Evaluating Learning Activities 1 and 2:

Students will assess their work in their responses to Learning Activity 3.

Learning Activity 3

Students will write one or two paragraphs describing how they felt. while doing the Relaxation
Response.

Guidelines for Evaluating Learning Activity 3:

Do not evaluate quality of writing as this is not a formal exercise.

Learning Activity 4

Students will complete the Activity Sheet in Supplement 2.

Guidelines for Evaluating Learning Activity 4:

Students will list the things they can do to give themselves a break from work. There are no
right or wrong responses. However, check to see if the suggestions your students come up
with seem practical.



OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 9

Improving Productivity and Job Efficiency
through Personal Development

UNIT 77

Avoiding Back Injury on the Job

Job Context: Preventing Back Injuries

Conununication Skills: Reading Comprehension; Writing Skills

Objectives:
review written material on stress reduction
practice writing skills

Purpose of Unit

In this unit and in Unit 78 students review some ways to avoid back injuries on the job.

Learning Activity 1

Students will write an e-mail message to you about the things they do on the job that might
strain their backs.

Guidelines for Evaluating Learning Activity 1:

Evaluate writing using previous guidelines.
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Learning Activity 2

Students will read Supplement 1 and then answer the comprehension questions that follow.

Guidelines for Evaluating Learning Activity 2:

An answer key is provided on the next page.

Learning Activity 3

Students will write a letter about back injuries and back injury prevention.

Guidelines for Evaluating Learning Activity 3:

Check to make sure the student has organized his written work. There should be a clear topic
sentence and examples to support it. Check that the student has used complete sentences.
Determine if the student has used the targeted words (beneficial, regimen, aerobics, and
proactive) correctly.



THEME AREA 9, UNIT 77

Learning Activity 2

Answer Key

1. Recurring pain, high medical bills, lost time on the job

2. Two of the following:
physical modification in the bathrooms
staff wear back support
additional training in lifting
warm up exercise

3. 1) Asked Work Fit to recommend exercises
2) CSEA representatives gave support
3) Contacted Herkimer County Community College
4) Mr. Socolof's class agreed to produce a video
5) Chose people to appear in video
6) Filmed video

4. employee self-assessment back health program
post-accident interviews with employees
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 9

Improving Productivity. and Job Efficiency
through Personal Development

UNIT 78

More Ways to Avoid Back Injury

Job Context: Preventing Back Injuries

Communication Skills: Reading Comprehension; Writing Skills

Objectives:
review written material on stress reduction
practice writing skills

Purpose of Unit

In this unit students continue to review ways to avoid back injuries on the job.

Videotape Material

The video material for this unit is on Tape #3.
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Learning Activity 1

Students will view the Introductory segment of Videotape #3' and then answer the questions on
the worksheet in Supplement 1.

Guidelines for Evaluating Learning Activity 1:

An answer sheet follows the next page.

Learning Activity 2

Students will read Supplement 2 on neck exercises and practice the exercises if they want.

Guidelines for Evaluating Learning Activity 2:

No evaluation of this Learning Activity is needed.

Learning Activity 3

Student will view the rest of Videotape #3 and do the exercises along with the tape.

Guidelines for Evaluating Learning Activity 3:

No evaluation of this Learning Activity is needed.

Learning Activity 4

Students will use the information given by the Instructor on the tape to write a description of 2
other exercises: Reach High and Hip Flexor.

Guidelines for Evaluating Learning Activity 4:

An answer sheet follows the next page.

1
Developed by the Rome DDSO
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Answer Key, Learning Activity 1

1. gently stretching

2. better range of motion
reduce stiffness and soreness
helps reduce risk of injury
better circulation
better strength and stamina
more energy and vigor

3. to help you warm up before starting work day

4. 3 5 seconds

5. take off shoes; grasp chair for balance
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REACH HIGH:

Purpose:

Directions:

THEME AREA 9, UNIT 78

Anwer Key, Learning Activity 4

To stretch the muscles of your shoulders
and arms, helping to increase shoulder
flexibility to assist with reaching
tasks.

- Stand upright.
-Reach your arms up as high as possibe,
-Come um on tim-toes and stretch to
maximum height.
-Hold for 3-5 seconds.
- Relax, bringing your arms down to your
sides.

- Repeat 4 times.

HIP FLEXOR STRETCH:

Purpose: To stretch the hip flexors, which help
to keep Your back and pelvis stable and
help you climb uphill or upstairs.

Directions: -Kneel on the floor, keeping one knee
bent at a 90 degree angle.

- rnich'..=n Your stomach muscles and lean
forward without arching your back.

- Hold for 3 -5 seconds.
- Relax and repeat 4 times.
-Switch legs and repeat 4 times.

From: Ready to Work Stretch Program for Rome DDSO 1995.

BEST COPY AVM LE



OMRDD/REACHZCUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 10

Preview of Direct Care for Transitional Workers

UNIT 79

Responsibilities of Direct Care Workers

Job Context: Understanding Reading Material Related to the Job

Communication Skills: Reading Comprehension

Objectives:
review material pertaining to Direct Care work
understand technical vocabulary through the context
locate important information in text
improve comprehension skills

Purpose of Unit

In this unit students will read a description of the Developmental Aide position and review the
responsibilities of Direct Care Workers.

Learning Activity 1

Students will make a list describing the Direct Care Worker position and its responsibilities.

Guidelines for Evaluating Learning Activity 1:

See evaluation guide for Learning Activity 3.
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Learning Activity 2

Students will read a draft document that describes the Developmental Aide position and
the responsibilities of the Direct Care Worker. They will then answer the questions on
the worksheet that follows.

Guidelines for Evaluating Learning Activity 2:'

An answer key is provided on the next page.

Learning Activity 3

Students will return to the list they made for Learning Activity 1 and check off the things on
their list that were mentioned in the document. They will also put an "x" on the list next to
any points that they feel are untrue based on their reading of the document.

Guidelines for Evaluating Learning Activity 3:

Check to see if the items checked off were indeed in the document and if the ones that they
label as untrue can be supported by the text.



1. The holder of a position

2. Student gives example from
the word?

3. Student gives example from
the word?

4. A group of the same status

5. Student gives example from own experience.

6. Student gives example from own experience.

7. Standard on which judgment is based.

8. In line with, in agreement with

THEME AREA 10, UNIT 79

Learning Activity 2

Answer Key

own experience. Does the example show

own experience. Does the example show
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 10

Preview of Direct Care for Transitional Workers

UNIT 80

Overview of Direct Care Work

Job Context: Preparing for Entry and Upgrading Exams; Overview of Direct Care Work

Communication Skills: Writing Skills; Study Skills

Objectives:
practice summarizing skills
practice note-taking skills
practice writing skills
review components of Direct Care work

Purpose of Unit

In this unit students practice note-taking skills. In addition, they will think about the important
qualities that a person involved in Direct Care work should have.

Video Material.

The video material for this unit is on Tape # 2, Segment 19, beginning at 00:44:46 and ending
at 00:49:20.

Learning Activity 1

Students will view and take notes on Section 1.
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Learning Activity 2

Students will view and take notes on Section 2.

Guidelines for Evaluating Learning Activities 1 and 2:

Students will develop, revise, and check their own notes.
Learning Activity 3

Students will write a short paragraph giving suggestions that they would give another student
in order to help that person take good notes.

Guidelines for Evaluating Learning Activity 3:

Evaluate according to previously established guidelines.

Learning Activity 4

Students will view Section 3 and then answer the following questions.

1. What does Joe mean when he says "I don't mean to be patronizing?"

2. In one sentence, summarize the main idea of this section.

Guidelines for Evaluating Learning Activity 4:

An answer key is provided on the next page.

Learning Activity 5

In an e-mail message to you, students will discuss what it means to be a Direct Care Worker.

Guidelines for Evaluating Learning Activity 5:

Evaluate according to previously established guidelines.
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Learning Activity 4

Answer Key

1. patronize: to treat condescendingly
I don't mean to assume an air of superiority.

2. For Joe, working as a Direct Care Worker reaffirms every day the value of life and how
fortunate he is.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 10

Preview of Direct Care for Transitional Workers

UNIT 81

Advantages and Disadvantages of Being a Direct Care Worker

Job Context: Preparing for Entry and Upgrading Exams; Overview of Direct Care Work

Communication Skills: Writing Skills; Study Skills

Objectives:
practice note-taking skills
practice writing skills

Purpose of Unit

In this unit students view another videotape segment of an interview with Joe and continue
practicing their note-taking skills.

Videotape Material

The video material for this unit is on Tape # 2, Segment 20, beginning at 00:49:24 and
ending at 00:53:56.

Learning Activity

Students will view a videotape segment and take notes on the interview.

Guidelines for Evaluating the Learning Activity:

Students will check their own work. They will send an e-mail message to you letting you
know that they completed this unit and how they did.
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 10

Preview of Direct Care for Transitional Workers

UNIT 82

Writng Practice

Job Context: Overview of Direct Care Work

Conununication Skills: Writing Skills

Objectives:
practice writing skills
relay accurate, precise information in writing
use correct grammar and punctuation
practice editing skills

Purpose of Unit

In this unit students will continue practicing their writing skills by writing about Direct Care
work.

Videotape Material

The video material for this unit is the same one as used in Unit 81 Tape # 2, Segment 20
(00:49:24 00:53:56).

Learning Activity 1

Students will write an e-mail message to you about the advantages and disadvantages of
working for OMRDD.
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Learning Activity 2

Students will write an e-mail message to you about their career path.

Guidelines for Evaluating Learning Activities 1 and 2:

Evaluate using previously established guidelines.

Learning Activity 3

Students will find out what benefits are available for Direct Care Workers from their Personnel
and Education & Training Offices.

Guidelines for Evaluating Learning Activity 3:

Students may not have time to get this information right away, so do not expect an immediate
response. Allow upto three weeks for students to complete this Learning Activity.



OMRD D/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 10

Preview of Direct Care for Transitional Workers

UNIT 83

The Typical Day of a Direct Care Worker

Job Context: Overview of Direct Care Work

Communication Skills: Writing Skills

Objectives:
provide overview of Direct Care work
practice writing skills
relay accurate, precise information in writing
use correct grammar and punctuation
practice editing skills

Purpose of Unit

In this unit students view another videotape segment of Direct Care Workers and the activities
and tasks they do in a typical day. They will continue practicing their writing skills.

Videotape Material

The video material for this unit is on Tape # 2, Segment 21, beginning at 00:54:00 and ending
at 1:07:00.

Learning Activity

Students will view a videotape segment and then e-mail a message to you answering the
following questions:
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1. One of the workers on the tape said she went through a "shock stage" when she started
working as a Direct Care Worker. How did you feel when you first started working for
OMRDD? If you are not yet in a Direct Care position, what do you anticipate being a
problem?

2. One of the workers made the following statement: "You could work for a year and a half
and then out of the blue they do exactly what you want them to do. And that is the biggest
reward." What about your job gives you the most pleasure?

3. The segment shows activities in a typical day. Describe a typical day at your worksite.

Guidelines for Evaluating Learning Activity:

Evaluate according to previously established guidelines.



OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S GUIDE

THEME AREA 10

Preview of Direct Care for Transitional Workers

UNIT 84

Summarizing Skills

Job Context: Overview of Direct Care Work

Communication Skills: Writing Skills

Objectives:
practice summarizing skills
practice writing skills
relay accurate, precise information in writing
use correct grammar and punctuation
practice editing skills

Purpose of Unit

Students will view a case description of an individual and practice summarizing skills.

Videotape Material

The video material for this unit is on Tape # 2, Segment 22, beginning at 1:07:06 and ending
at 1:11:25.
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Learning Activity 1

Students will view Segment #22' and make a Recall List.

Learning Activity 2

Students re-view the tape, adding to their notes anything that would be needed to write a
summary.

Guidelines for Evaluating Learning Activities 1 and 2:

Students will check their own work.

Learning Activity 3

Students will write a summary of what they viewed in Segment 22.

Guidelines for Evaluating Learning Activity 3:

A list of what should be included in the summary is provided on the next page.

Learning Activity 4

Students will write an e-mail message to you about how their work translates into their lives.

Guidelines for Evaluating Learning Activity 4:

Evaluate using previously established guidelines.

1 Courtesy of New York State Office of Mental Retardation and Developmental Disabilities, Bureau of
Public Affairs.
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Supplement

Videotape Segment # 22

MIKE'S "SUCCESS STORY"

biggest success story
at beginning ADL -- just refused
obnoxious young man
took a lot of work
knew him 7 years ago not the same man now
worked as we did with everyone; for whatever reason he responded
we weren't going to back down -- went right from square one
incredible success he had achieved
felt good knowing you were part of it

HOW IT TRANSLATES INTO PERSONAL LIFE

anyone with family and children will find a lot of similar behavior with clients and
children
dealing with IQ behavior shaping
if you are successful in one area (work), you are successful in the other area (home)
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OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 10

Preview of Direct Care for Transitional Workers

UNIT 85

Case Study of an Individual

Job Context: Reading Material Related to the Job

Communication Skills: Reading Comprehension

Objectives:
review a case description
review how ADLs are implemented
understand technical vocabulary through the context
locate important information in the text
improve comprehension skills

Purpose of Unit

In this unit students review another case of an individual in a Developmental Center.

Learning Activity

Students will read a case description of Joe, an individual who lives in a Devleopmental
Center, and answer the questions on the worksheet that follows.

Guido ines for Evaluating Learning Activity:

An answer key is provided on the next page.
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Answer Key

1. 34 years old
mildly retarded
good at self-help skills
quiet, not verbal

2. He put in time out when he hit someone.

3. To establish a supposition on which to base further inquiry

4. Jealous of other men who talked to females easily.

5. Introduced more social skills

6. 1) other male residents were included in the self-help skills Joe does well so he could
make friends

2) worked on helping Joe initiate conversations
3) started a small group on dating skills
4) Joe was told that if he hit anyone the new program would be terminated

7. Students will give own opinion.

8. Students will provide answers from own experience.
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Answer Key

1. Joe is physically aggressive with his peers, for no apparent reason.

2. The staff felt the behavior was provoked when Joe was jealous of the other men who were able
to relate with females.

3. a) Joe's self-help skills were changed to include other residents so they could work together
and help each other.

b) The speech therapist developed some programs to help Joe with his communication
problems.

c) Joe was instructed on how to make friends with females.

4. Joe was told if he hit anyone, the new program would be discontinued.

5. After the new program, the hitting decreased, and Joe was appropriately interacting more with
others. He even had a girlfriend.



OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 10

Preview of Direct Care for Transitional Workers

UNIT 86

Activities for Daily Living and Recreational Interests

Job Context: Understanding and Implementing Activities of Daily Living

Communication Skills: Reading Comprehension; Problem-Solving

Objectives:
review written materials on Activities of Daily Living

Purpose of Unit

In this unit students will view Joe, a Direct Care Worker, as he takes an individual in his
Center, Robert, down to the concession area for coffee. They will also review how to identify
personal recreational interests for the individuals they work with.

Videotape Material

The video material for this unit is on Tape # 2, Segment 23, beginning at 1:13:30 and ending
at 1:18:00.

Learning Activity 1

Students will view the videotape segment and answer the questions on the worksheet in the
Supplement section.
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Guidelines for Evaluating Learning Activity 1:

An answer key follows the next page.

Learning Activity 2

Students will read Supplement 2 on recreational activities and answer the questions that follow.

Learning Activity 3

Students will read a supplement on myths and misconceptions about recreation for people with
disabilities and give their reaction to the statements.

Guidelines for Evaluating Learning Activities 2 and 3:

Students will check their own work.
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Learning Activity 1

Answer Key

1. Direct Care Worker, Joe, takes Robert for coffee
Joe talks about Robert's ADL of going for coffee

2. Guides Robert: "Now what do you need"
Waits before making a suggestion: "Can I make a suggestion?"
Gives choices: "Do you want to go back to the apartment and have tea there?"
Any other sensible answer.

3. Joe doesn't react. He later tells Robert he burned himself.

4. Joe felt Robert would have become upset, embarassed, or ill at ease. He thought it best to
pretend it didn't happen. But he told Robert because he wanted Robert to know, if he had
any awareness, that in normal society if you burn yourself, you would tell people.

5. Student will answer from own experience.
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UNIT 87

Math Review (Weights and Measures)

Job Context: Math Skills Related to the Job

Communication Skills: Mathematical Skills; Problem-Solving

Objectives:
review U.S. measurements of weights
review metric measures of mass
apply basic math skills to job-typical problems
understand reasons for measuring heights and weights
measure heights and weights

Purpose of Unit

In this unit students review U.S. measurements of weights and metric measures of mass.

Learning Activity

Students will complete the following in the Introduction to Basic Math software:

Chapter 6 "U.S. and Metric Measurements"

Section 2 "U.S. Measurements of Weights"

Section 5 "Metric Measures of Mass"

Problems # 1 6
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Guidelines for Evaluating Learning Activity:

Students will self-correct their work. They will then send an e-mail message to you telling
you that they completed this unit and how they did.
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Preview of Direct Care for Transitional Workers

UNIT 88

Measuring Height and Weight I

Job Context: Reading Material Related to the Job

Communication Skills: Reading Comprehension; Math Skills

Objectives:
understand technical vocabulary through the context
develop word recognition skills
improve comprehension skills
practice conversion of measurement units to the metric system

Purpose of Unit

In this unit and Unit 89 students review how to take weights and heights.

Learning Activity 1

Supplementing this unit is an excerpt from the NYS OMRDD Learning Guide for
Individualized Instruction on taking weight and height. Students will read the Supplement
and then answer the questions on the Activity Sheet that follows.

Guide Ines for Evaluating Learning Activity 1:

Students will self-correct their work.
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Learning Activity 2

Students will complete Supplement 2 which consists of math problems to give additional
practice in the conversion of ounces, pounds, and kilograms.

Guidelines for Evaluating Learning Activity 2:

An answer key is provided on the next page.
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1. 32 oz., 2 lbs.

2. .90 kg, 32 oz.

3. .225 kg, 1/2 lb.

4. .675 kg, 24 oz.

5. 67.5 kg, 2376 oz.

6. 56.25 kg, 1980 oz.

7. 49.05 kg, 1727 oz.

8. 76.5 kg, 2693 oz.

9. 42.75 kg, 1505 oz.

10. 33.75 kg, 1188 oz.

THEME AREA 10, UNIT 88

Learning Activity 2

Answer Key
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THEME AREA 10

Preview of Direct Care for Transitional Workers

UNIT 89

Measuring Height and Weight II

Job Context: Reading Material Related to the Job

Communication Skills: Reading Comprehension; Writing Skills

Objectives:
understand technical vocabulary through the context
locate important information in text
improve comprehension skills
practice writing skills

Purpose of Unit

In this unit students continue reviewing how to take weights and measurements.

Learning Activity

Supplementing this unit is an excerpt from the NYS OMRDD Learning Guide, for
Individualized Instruction on taking weight and height. Students will read the supplement
and then answer the questions on the activity sheet that follows.

Guidelines for Evaluating Learning Activity:

Students will self-correct their work. They will send you an e-mail message letting you know
that they have completed this unit.
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UNIT 90

Reviewing Reports and Forms

Job Context: Writing Other Reports and Forms

Communication Skills: Following Directions; Reading Comprehension

Objectives:
review categories on forms and charts
follow directions to complete forms
practice reading forms
improve writing skills

Purpose of Unit

Students will review reports and forms that need to be completed by Direct Care Workers.

Learning Activity

Supplementing this unit are samples of forms that Direct Care Workers complete. Students
will study the forms and then answer the questions on the worksheets that follow.

Guidelines for Evaluating Learning Activity:

An answer key is provided on the next page.
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Answer Key

1. To keep track of individuals' money

2. What money was spent on and where deposit came from

3. To keep track of how often and when these techniques are used

4. Upper right-hand corner of form

5. Out of the ordinary
To record what happened and why (or any sensible answer)

6. To keep track of travel and mileage

7. In date order

8. Record each person separately

9. 02290

10. Transport Medical Half Trip

11. To keep a record of Fire Evacuation Activities

12. Columns 4 and 8 "time"

13. The Fire Emergency Plan

14. Clearly indicate if this was a real fire

15. To improve procedure
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Preview of Direct Care for Transitional Workers

UNIT 91

Completing Personnel Forms

Job Context: Writing Other Reports and Forms

Communication Skills: Following Directions; Writing Skills; Reading Comprehension

Objectives:
review categories on forms and charts
follow directions to complete forms
practice reading forms
improve writing skills

Purpose of Unit

In this unit students will review completing personnel forms.

Learning Activity 1

Students will study a document on time, attendance, and accrual procedures and answer the
questions on the worksheet that follows.

Learning Activity 2

Students will review additional personnel forms and answer the questions on the worksheet that
follows.

Guidelines for Evaluating Learning Activities 1 and 2:
Answer keys are provided on the next two pages.

299



THEME AREA 10, UNIT 91

Learning Activity 1

Answer Key

1. 40 hours.

2. Actual time worked will determine overtime paid.

3. He or she signs in below the red line.

4. With same bi-weekly pay period for first tardiness as long as not more than 40 hours.

5. To keep track of time worked and appropriate leave credits.

6. Hours.

7. To check status and accuracy of balances over the year.

8. When a pass day falls on a holiday:
Recorded as Holiday Leave.

9. Compensatory time off.

10. No.
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Learning Activity 2

Answer Key

1. To document travel so employee can be reimbursed.

2. The per diem rate.

3. Yes, and dollar amount in Item #5.

4. Items 8 & 9.
Item 16.
NOTE

5. No. Only as a supplement to travel voucher. All information must be summarized
on the travel voucher.

6. To document travel that involves car pooling and in which reimbursement is being
requested for mileage.

7. Attached to travel voucher.

8. Employees apply for job opening.

9. They can refer to employees' files or records to make a decision. (Accept any sensible
answer.)

10. This section is used for the employees to give a response.
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Preview of Direct Care for Transitional Workers

UNIT 92

Writing Notes and Narratives

Job Context: Writing Log Entries

Communication Skills: Reading Comprehension; Writing Skills; Study Skills; Test-Taking
Skills

Objectives:
review writing notes and narratives
review purpose of notes
relay accurate, precise information in writing
use correct grammar and punctuation
practice editing skills

Purpose of Unit

In this unit students review and practice writing notes and narratives.

Videotape Material

The video material for this unit is on Tape # 2, Segment 24, beginning at 1:18:03 and ending
at 1:26:29.

Learning Activity 1

Students review Theme Area 2 of the Study Guide.
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Guidelines for Evaluating Learning Activity 1:

No evaluation needed.

Learning Activity 2

Students will jot down the answers to the following questions: What is the purpose of keeping
log notes? What can log notes be used for? .

Learning Activity 3

Students will view Section 1 and determine Joe's purpose in reviewing the log book (Answer:
to see if he should be aware of anything outside of the normal routine). They will see if they
included this purpose on their list.

Learning Activity 4

Students will view section 2 and write a Recall List. They will re-view the tape and add
anything to their list that they think would be important to include in a note.

Guidelines for Evaluating Learning Activities 2, 3 and 4:

Students are just taking notes for these Learning Activities, so a formal evaluation of writing is
not required. Just check their work to be sure they understand what's required of them.

Learning Activity 5

Students will write a note about this occurrence.

Guidelines for Evaluating Learning Activity 5:

Evaluate according to previously established guidelines. Refer to Theme Area 2 for specifics
on how to evaluate a note.

Learning Activity 6

Students will view Section 3 and describe Rachael- based on the information from the tape.
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Guidelines for Evaluating Learning Activity 6:

A list of what should be included in the description is on the next page.
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Learning Activity 6

Description of Rachael

self-abuser

gets upset when she wants to do something and can't do it

not verbal

inappropriate behavior includes punching herself in the face

responds to reinforcement of good behavior
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Career-Related College and Academic Skills

UNIT 93

Reading Comprehension

Job Context: Preparation for PONSI Course

Communication Skills: Reading Comprehension; Using Pre-Reading Strategies

Objectives:
comprehend textual material
locate important information in the text
improve comprehension skills
introduce a procedure for studying text materials
learn techniques for skimming

Purpose of Unit

In this unit students will review and practice techniques that will help them comprehend
advanced-level textual materials.

Learning Activity 1

Supplementing this unit is an excerpt from a textbook on Positive Approaches to Behavior
Changes. Students will write how they would begin reading this text.

Guidelines for Evaluating Learning Activity 1:

Review students' notes to see if they currently have any strategies for approaching a text.
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Learning Activity 2

Students are introduced to "mapping." They will practice on the maps in Supplement 2.

Learning Activity 3

Students will make a map of Social Roles People Play.

Guidelines for Evaluating Learning Activities 2 and 3:

Review maps to see if students have an understanding of these exercises.

Learning Activity 4

In this Learning Activity students will practice the technique of skimming using the text in the
Supplement.

Guidelines for Evaluating Learning Activity 4:

Review students' notes to see if they followed procedures.

Learning Activity 5

Students will read the text and take notes. They will send an e-mail message to you discussing
whether the pre-reading activities make it easier for them to understand the text.

Guidelines for Evaluating Learning Activity 5:

Your comments should focus on their work in all of the Learning Activities for this unit.
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Career-Related College and Academic Skills.

UNIT 94

How To Study

Job Context: Preparation for PONSI Course

Communication Skills: Reading Comprehension; Summarizing Skills; Study and
Organization Skills

Objectives:
review textual material
understand technical vocabulary through the context
locate important information in the text
improve comprehension skills
introduce a procedure for studying text materials

Purpose of Unit

Students will learn a technique for studying text materials: SQ3R.

Learning Activity 1

Students will use Supplement 1, Unit 93, to practice the SQ3R method of study reading.

Guide:ines for Evaluating Learning Activity 1:

Check students' work to see if they were able to do the SQ3R method correctly.
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Learning Activity 2

Students will write an e-mail message to you describing their work with the SQ3R method.

Guidelines for Evaluating Learning Activity 2:

Comment on how they were able to do this activity..
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THEME AREA 11

Career-Related College and Academic Skills

UNIT 95

Practicing Reading Comprehension Techniques

Job Context: Preparation for PONSI Course

Communication Skills: Reading Comprehension; Summarizing Skills; Using Strategies for
Understanding Text

Objectives:
review textual material
understand technical vocabulary through the context
locate important information in the text
improve comprehension skills
introduce a procedure for studying text materials

Purpose of Unit

In this unit students will practice the techniques they learned in Units 93 and 94.-

Learning Activity

Students will pick a piece of textual material of their own. They will apply the strategies they
learned in Units 93 and 94.

Guidelines for Evaluating Learning Activity:

Check to see if students are able to use the strategies to understand the text.

310



OMRDD/REACH/CUNY DISTANCE LEARNING PROGRAM

INSTRUCTOR'S MANUAL

THEME AREA 11

Career-Related College and Academic Skills

UNIT 96

Note-Taking Practice

Job Content: Study and Note-Taking Skills

Communication Skills: Reading Comprehension; Writing Skills; Study Skills;
Note-Taking Skills

Objectives:
practice notetaking skills
apply techniques to job-related topics

Purpose of Unit

In this unit and Unit 97 students will practice taking notes from lectures.

Videotape Material

The videotape for this unit is on Tape # 2 and is labeled 25. It begins at 1:26:34 and ends at
1:35:00. The first section of this segment begins at 1:26:38 and ends at 1:28:04. The second
section begins at 1:28:07 and ends at 1:29:29. The third section begins at 1:29:30 and ends at
1:34:58.

Learning Activity 1

Student will view a videotape segment about the normal process of eating. They will make
a recall list and take notes.
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Guidelines for Evaluating Learning Activity 1

No evaluation is needed of this Learning Activity.

Learning Activity 2

Students will organize their notes into information about the Steps in the Normal Eating
Process and Other Facts.

Guidelines for Evaluating Learning Activity 2

Students will check their own work.

Learning Activity 3

Students will view the 2nd section of this segment on Normal Physiology, make a recall
list and take notes.

Guidelines for Evaluating Learning Activity 3

Students will check their own work.

Learning Activity 4

Students will underline the words in their notes whose spelling they'd like to check. They
will check their words against the notes in the answer key or use a dictionary.

Guidelines for Evaluating Learning Activity 4

Students will check their own work.

Learning Activity 5

An additional part of this segment is of Joe talking about his life. Students can use this
section for additional practice in note-taking if they wish and check their work against the tape.
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Career-Related College and Academic Skills

UNIT 97

Taking Lecture Notes

Job Content: Study and Note-taking Skills

Communication Skills: Reading Comprehension; Writing Skills; Study Skills;
Note-taking Skills

Objectives:
practice note-taking skills
apply techniques to job-related topics

Purpose of Unit

In this unit students will practice the techniques they learned in Unit 96 on more advanced
lecture material.

Videotape Material

The video material for this unit is on Tape # 2 and is labeled Segment 26. It begins at 1:35:05 and
continues for 12 minutes until the end of the tope.

Learning Activity

Notes.
Students will view a videotape segment in 1-minute sections, make Recall Lists, and take
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Guideline for Evaluating Learning Activity

Students will check their own work. They will send you an e-mail message or let you
know they completed this unit and how they found the work.
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Career-Related College and Academic Skills

UNIT 98

Math Review (Ratios, Proportions, Fractions)

Job Context: Using Advanced Math Skills on the Job

Communication Skills: Mathematical Skills; Problem-Solving Skills

Objectives:
review ratios and proportions
practice using proportions to solve word problems
review operations on positive fractions

Purpose of Unit

In this unit students review and apply advanced math skills.

Learning Activity

Students will complete the following in the Introduction to Basic Math software:

Chapter 4 "Ratios and Proportions"

Section 4 "Using Proportions to Solve Word Problems"

Chapter 2 "Operation on Positive Fractions"

Section 7 "Exponents and Order of Operations"
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Guidelines for Evaluating Learning Activity:

Students will self-correct their work. They will then send an e-mail message to you telling
you that they completed this unit and how they did.
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THEME AREA 11

Career-Related College and Academic Skills

UNIT 99

Math Review (Geometric Figures)

Job Context: Using Advanced Math Skills on the Job

Communication Skills: Mathematical Skills; Problem-Solving Skills

Objectives:
review geometric figures
practice advanced math skills

Purpose of Unit

In this unit students review geometric figures. They will also have the opportunity to work on
an advanced mathematical skill area of their own choosing.

Learning Activity 1

Students will complete the following in the Introduction to Basic Math software:

Chapter 7 Geometric Figures

Section 1 Perimeter of Geometric Figures

Section 2 Area of Geometric Figures

Section 3 Volume of Geometric Figures
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Learning Activity 2

In any remaining time students can complete any math chapter and section of their own
choosing in the Introduction to Basic Math software.

Guideline for Evaluating Learning Activities:

Students will self-correct their work. They will then send an e-mail message to you telling
you that they completed this unit and how they did.
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Career-Related College and Academic Skills

UNIT 100

How to Organize Your Writing

Job Context: Effective Writing Skills

Communication Skills: Reading Comprehension; Writing Skills

Objectives:
review and practice how to organize writing
use correct grammar and punctuation
use vocabulary correctly
picking out topic sentences

Purpose of Unit

In this unit students review how to organize their writing. They also review the meaning and
spelling of problem words.

Learning Activity 1

Students read Supplement 1, from the NYS OMRDD Effective Writing Skills Supplemental
Learning Guide on how to organize their writing and then answer the questions on the activity
sheet that follows.

Guidelines for Evaluating Learning Activity 1:

Students will check their own work.
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Learning Activity 2

Students will read Supplement 2, also from the NYS OMRDD Effective Writing Skills
Supplemental Learning Guide, which consists of a list of problem words. They will then
pick six word groups and write sentences with each of the two words in those groups.

Guidelines for Evaluating Learning Activity 2:

Check the sentences to determine if students understand how the words are used.
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Career-Related College and Academic Skills

UNIT 101

Summary of the Writing Process

Job Context: Effective Writing Skills

Communication Skills: Reading Comprehension; Writing Skills

Objectives:
review guidelines for clear writing
use correct grammar and punctuation
prepare to write
practice organizing ideas

Purpose of Unit

This unit summarizes the steps in the writing process. Students will practice applying these
steps to a work-related topic.

Learning Activity 1

Students will read and study Chapter 15 in their Writing Skills Handbook, pages 101-112.

Guidelines for Evaluating Learning Activity 1:

No evaluation required.
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Learning Activity 2

Students will practice the first three steps outlined in this chapter by applying it to their choice
of a work related topic.

Guidelines for Evaluating Learning Activity 2:

Check to see that students followed the steps as outlined in the text and. if they were able to
satisfactorily complete the tasks required.
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Career-Related College and Academic Skills

UNIT 102

Understanding College Catalogues

Job Context: Preparation for PONSI Course

Communication Skills: Reading Comprehension; Writing Skills

Objectives:
read and review a catalogue of course offerings
locate important information in text
improve comprehension skills
practice skimming skills

Purpose of Unit

This unit will give students practice in understanding college course catalogues.

Learning Activity 1

Students will answer the following questions about the Supplement to this unit: a description
of some of the courses offered by OMRDD.

1. If these pages were part of a college catalogue, what would probably be your purpose in
ruding it?

2. How would you go about reading it the first time around? (e.g., read complete document,
skim document, etc.)
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Guidelines for Evaluating Learning Activity 1:

Accept any answers similar to the following:

1. Purpose: To find out whether courses meet needs
2. How Read: Skim, Scan. Read in more detail courses that interest me.

Learning Activity 2

Students will answer the following question: How does the author of this document organize
the information so it will be easy for you to find the information you need? They will then
answer the questions on the worksheet in the Supplement section.

Guidelines for Evaluating Learning Activity 2:

How author organizes information: Accept any answers similar to this:
organizes materials in sections; provides bold heading so it is easy to find the information you
want.

Answers to the worksheet questions are on the answer key that follows.
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Learning Activity 2

Answer Key

1. Active Treatment and Therapeutic Techniques II
Introduction to Developmental Disabilities
Medication Administration
Recreation in Daily Living

2. 50 hours and 100 hours supervision

3. Recreation in Daily Living

4. Student must pass a standardized comprehensive final exam

5. 2 semester hours
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Planning for the Future and Evaluation of Distance Learning Program

UNIT 103

Setting Goals

Job Context: Setting Short-, Medium-, and Long-Range Goals for Work, Training, and
Education

Communication Skills: Reading Comprehension; Writing Skills; Problem-Solving

Objectives:
review the relationship between planning for the future and actualizing your goals
review setting of short-, medium-, and long-range goals
set goals in three areas: job, training, and education
practice writing skills

Purpose of Unit

In this unit students review the process for planning and accomplishing goals. They will set
their short-, medium-, and long-range goals for work, training, and education.

Learning Activity 1

Students will e-mail a message to you about a goal they've met.

Guideines for Evaluating Learning Activity 1:

Evaluate using previously established guidelines.
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Learning Activity 2

Students will make a list of any goals or next steps they have discussed with their Distance
Learning Counselor.

Guidelines for Evaluating Learning Activity 2:

Only those students who have discussed their goals with their counselor will be able to
complete this activity.

Learning Activity 3

Students will complete a worksheet in which they set their long-, medium-, and short-term
goals.

Guidelines for Evaluating Learning Activity 3:

Review to determine if goals are sensible and feasible.
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Planning for the Future and Evaluation of Distance Learning Program

UNIT 104

Educational Opportunity

Job Context: Educational and Training Programs

Communication Skills: Reading Comprehension; Writing Skills

Objectives:
become familiar with educational and training programs available
review written material on educational and training programs
relate educational and training opportunities to own goals
practice writing skills

Purpose of Unit

In this unit students will become familiar with some of the educational opportunities available
for CSEA-represented employees.

Learning Activity 1

Students will review the educational and training goals on their worksheet from Unit 103.

Guidelines for Evaluating Learning Activity 1:

No evaluation is needed for this Learning Activity.
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Learning Activity 2

Students will read Fact Sheets on educational programs provided through Project Reach and
LEAP and answer the questions on the worksheet that follows.

Guidelines for Evaluating Learning Activity 2:

An answer key is provided on the next page:

Learning Activity 3'

Students will read case studies of two people who decide to continue their education. They
will answer the questions at the end of each case description in an e-mail message to you.

Learning Activity 4

Students are asked if they have ever faced difficulties such as those that were described for
Karen and Steven. They will discuss the problem and how they resolved it in an e-mail
message to you.

Guidelines for Evaluating Learning Activities 3 and 4:

Evaluate using previously established guidelines.

Adapted from CASE/CUNY (1994). Communication Skills for Psychiatric Rehabilitation Curriculum
Guide for Therapy Aides.
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Learning Activity 2

Answer Key

1. Students will answer based on own experience.

2. To enhance CSEA-represented employees' job skills.

3. English as a Second Language.

4. General Equivalency Diploma

5. Responses may vary.
Talk to the supervisor or union representative about offering a course.

6. Enhancement programs custom designed to teach employees the skills needed to do the jobs
using materials and situations encountered in a work environment.

7. Yes.

8. Tuition for one graduate or undergraduate course up to 3 or 4 credits or one non-credit
course. (Value not to exceed SUNY tuition rates.)
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UNIT 105

Evaluating the Distance Learning Program

Job Context: Educational and Training Programs Available; Evaluation of Distance
Learning Course

Communication Skills: Writing Skills

Objectives:
evaluate participation in this Distance Learning Program

Purpose of Unit

In this unit students will evaluate the Distance Learning Program.

Learning Activity 1

Students will complete a worksheet with questions about the Distance Learning Program.

Guidelines for Evaluating Learning Activity 1:

Copies of this questionnaire should be given to your educational coordinator as it will be part
of the program evaluation.



Learning Activity 2

Students will write an e-mail message to their e-mail partner discussing their participation in
this Distance Learning Program.

Guidelines for Evaluating Learning Activity 2:

You will not be receiving a copy of this message. It will be sent to the e-mail partner only.
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