
 

 

  

 

 
Agency (RN, LPN, HCA) 

and Student Orientation 
Booklet 

 

 

 

 

 

 

 

 

 

 



2 
 

Table of Contents 

WELCOME TO CAREWEST ................................................................................................................... 3 

INFECTION PREVENTION AND CONTROL ............................................................................................... 4 

HOW TO WEAR A PROCEDURE MASK ................................................................................................... 5 

EMERGENCY CODES............................................................................................................................ 6 

PROTECTION IN PERSONS CARE ACT .................................................................................................... 7 

RESTRAINTS ....................................................................................................................................... 8 

CALL SYSTEM OVERVIEW ..................................................................................................................... 8 

VITAL SIGNS: HOW TO TAKE VITAL SIGNS.............................................................................................. 9 

REPORTING TOOL: CHANGING CONDITIONS OF CLIENT ....................................................................... 10 

REPORTING TOOL: POTENTIAL COVID-19 SIGNS AND SYMPTOMS ......................................................... 11 

MECHANICAL LIFTS AND SLINGS ........................................................................................................ 12 

TOPICAL MEDICATION APPLICATION FOR HCAS................................................................................... 13 

HAZARDOUS MEDICATIONS ............................................................................................................... 14 

SAFE BATHING ................................................................................................................................. 15 

SAFE ASSISTED EATING ..................................................................................................................... 16 

DIET TEXTURES AND FLUID CONSISTENCIES ........................................................................................ 17 

HCA DOCUMENTATION ..................................................................................................................... 18 
 



3 
 

Welcome to Carewest 
 

For your safety and the safety of our residents, please take time to review this booklet. 

As Calgary’s largest public care provider of its kind and one of the largest in Canada, Carewest operates 
13 locations aimed at helping people live more independent lives. Our spectrum of care is available to 
adults of all ages and includes long-term care, rehabilitation and recovery services, and community 
programs and services.  

Everyone plays a role in safety. At Carewest, we all have a role to play when it comes to safety. If you 
see an unsafe situation or hazard, do what you can to help make it safer (e.g. cleaning up spilled water) 
or find a staff member to help you problem solve if you are not sure.  

Expectations: 

1. Refer to Care plan to find out each resident’s plan of care and preferences. 
2. Please ask Carewest staff in the area you are in if you have any questions. 
3. Name Tags Must be worn at all times for security reasons. 
4. Work with Carewest Values. We value Caring, Relationship, Learning and Responsibility. 
5. English is spoken when working in all areas.  

 
Near the main entrance, locate and review Carewest frame of reference and philosophy of Care. 
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Infection Prevention and Control 
 

Hand Hygiene is a #1 way to prevent spread of germs. Please clean your hands for 20 seconds with 
alcohol hand sanitizer or wash with soap and water frequently.  

Due to COVID 19 pandemic continuous masking is in effect as well as 2 m distancing whenever you 
can. During break times, when your mask is off please ensure you are at least 2 meters away from 
others. Choose a non-crowded space or outdoors if possible. 

Assess your risk of contracting germs depending on your task and who your client is. When 
appropriate, wear PPE (Personal Protective Equipment) such as gloves, gown, mask, and/or eye 
protection. 

Clean and disinfect multi-client 
or multi-staff use equipment 
before and after each use. 

Donning and Doffing steps 
must be followed (See right). 
This poster shows the steps of 
donning and doffing of contact 
and droplet precautions. Signs 
and posters are located 
outside of isolation rooms for 
the type of precautions and 
PPE required when entering 
room. 
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How to Wear a Procedure Mask
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Emergency Codes  
For all emergency codes, follow direction from a Carewest staff/emergency responder 
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Protection in Persons Care Act 
 

Always follow Carewest Philosophy of Care: To provide our residents and clients with quality 
care in safe, comfortable and supportive environments. 
 

WHY should we report abuse? It’s the law and we are responsible for the well-being of our 
residents and clients by controlling risks, avoiding harm and preventing abuse. 
 

Take ACTION:  If you see or hear about abuse towards our residents or clients, you MUST report it.              
Abuse could be something done or something omitted:  physical, emotional, sexual, financial, neglect, 
or medication – by staff, family, visitors, or contractors towards someone within our care.  
 

Failing to report abuse or maliciously or falsely reporting can result in individual fines up to $10,000.00. 
Organizations can be fined up to $100.000.00 

 
 

 

 

 

 

 

 

 

 

 
 
 

WHAT happens when you report? 
1. PPC opens an investigation and sends a letter to: the client, legal guardian, accused, and Carewest 

advising they have opened an investigation.   
2. CAREWEST: Conducts an internal investigation and takes action. 
3. ONCE DONE: PPC will send a letter to all involved with the outcome. 

 

YOUR JOB: Take reasonable steps to avoid abuse. Report and answer investigators questions honestly. 
Carewest will not take adverse action such as dismissing an employee because they report abuse or 
helped with an investigation. CS-03-01-07.  
                 ABUSIVE          NOT ABUSIVE 

Medicating a client for using the call bell too often Making a mistake with a medication 
Taking money from a resident or client as a loan Sharing chocolates from a client with your 

team 
Forcing a resident to get dressed against their wishes  Letting the resident stay in pajamas all day 
Not completing a required assessment as one was 
‘too busy’ 

Waking a client up to complete neuro vital 
signs even if the person just wants to sleep  

 
https://www.nia.nih.gov/health/elder-abuse 

PPCA 
If the client is in immediate danger – Call 9-911 

Website: alberta.ca/protection-for-persons-in-care.aspx 
Phone: 1-888-357-9339. Fax: 1-780-415-8611 

Email: health.ppc@gov.ab.ca 
Write:  Protection for Persons in Care 

Station M, Box 476 
Edmonton, AB T5J 2K1 

You Can Get More Information: 
https://www.alberta.ca/protection-for-persons-in-care.aspx 

https://www.nia.nih.gov/health/elder-abuse
https://www.alberta.ca/protection-for-persons-in-care.aspx
mailto:health.ppc@gov.ab.ca
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Restraints 
 

• Carewest supports a “Least Restraint” policy based on our principles and values. 
• In rare cases, a resident may present with unusual safety concerns.  
• Before considering use of a restraint, all possible interventions from interdisciplinary team have 

been reviewed, implemented, and documented.  
• The specific names and type of restraint must be documented in the Care Plan. 
• Please discuss with a Carewest staff member if you are caring for a resident on a restraint about 

the safety monitoring checks and documentation required.  

 

Call System Overview 
 

• Carewest facilities have different call systems. 
• Ask a Carewest staff member to go over how to use the call system before you start work. 
• Answer calls as soon as possible. 
• If a client has a need when you answer a call, and you are unsure how to help them, please let a 

Carewest staff member know right away.  
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Vital Signs: How to Take Vital Signs 
Temporal Artery Thermometer  
• Place the thermometer on center of the client’s 

forehead  
• Press the scanning button  
• Run slowly straight across forehead, into the hairline, 

and then place behind the ear  
• Release the button  
• Read the temperature  
 

Important tips:  
• Use only the exposed side of skin (i.e. take off hat, 

brush hair off forehead)  
• Keep sensor in FULL contact with skin (i.e. do not angle 

it away)  
• You will get low readings from a dirty sensor, scanning 

too fast, sweaty forehead, or top of hair  
• You can get high readings from using skin not exposed 

to environment (i.e. lying on that side)  
 

Cleaning  
• Clean the thermometer between every client  
• Use an alcohol swab to clean the sensor and Accel 

Prevention wipe to clean the casing  
• Clean the sensor with alcohol and a Q-tip every 2 weeks  
• You will need to occasionally wipe the sensor with a 

wet swab to take off alcohol residue  
 

Pulse Rate / Respiratory Rate  
• Count Pulse and Respirations for one full minute  
• Blood Pressure is usually taken on an automated 

machine-monthly and as needed 
 

Documentation 
• Record Vital signs on the Clinical Record in the client’s 

chart. See example on the right 
• Ask a Carewest staff member to show you how to 

correctly document if you are unsure 
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Reporting Tool: Changing Conditions of Client 
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Reporting Tool: Potential COVID-19 Signs and Symptoms 
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Mechanical Lifts and Slings 
You MUST always have a Carewest staff member with you when using mechanical lift for transferring. 
You also need to follow Care Plan and have 2 staff to apply sling with a Carewest staff. 
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Topical Medication Application for HCAs 
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Hazardous Medications 
 

• Hazardous medications are medications that present a potential health risk when exposed, 
absorbed through skin or inhaled. This requires staff to take precautions during preparation, 
administration and handling bodily fluids. 
 

• During shift report the Nurse will review if there are any clients taking hazardous medication 
(KNOWN risk) on the unit. This information is also found on care plans. 
 

• There will also be a small blue white glove sticker on the door frame of any clients who are 
taking hazardous medications that has a KNOWN risk. 
 

• When you are giving care to any of the listed clients you need to wear 2 pair of gloves and a 
gown when changing incontinent products or touching any body fluids. Depending on your task 
and the client, you may need other PPE such as mask, gown and eye protection.  
 

• Please discuss with a Carewest staff member as to what PPE you will need. 
 

• Toilets MUST be covered with a blue pad in lieu of lid and flushed twice. 
 

• All garbage contaminated with bodily fluids goes into a yellow biohazard bin. 
 

• If you are pregnant, breast feeding or trying to become pregnant please talk with the Nurse 
before handling contaminated items. 
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Safe bathing 
 

Before bathing a client, the water temperature needs to be checked to make sure the temperature is 
within the safe range. Bath Cards are used to check water temperature of the showers.  Thermometers 
and/or Bath Cards can be used to check water temperature of the bath tubs.  The safe range is 38° to 
43° Celsius – the Bath Card will say “OK”. Always follow the 3 checks before bathing our clients. You 
can find these posted in all the tub rooms.  
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Safe Assisted Eating 
Strategies for assisting clients with eating
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Diet Textures and Fluid consistencies 
Review careplan, diet cards, serving lists etc for information about your resident’s nutrition/diet.
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HCA Documentation 
HCAs complete the appropriate Care and Clinical Flowsheet for each client they cared for. There may 
be other tracking forms as well such as MDS, BSMT and TTR entries.  Please ask Carewest staff for help 
to ensure documentation is done correctly. Example below is for long term care. 

  

 

Voltaren cream to both knees  
twice a day, morning and evening 
Y=Yes  N=No  R= Refused 
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