Personal Support of Clients Policy and Procedure
(PC8)
Policy Statement
The Personal Support of Clients Policy and Procedure at Banksia aims to ensure the safety, wellbeing, dignity and protection of our staff, clients and residents. The policy is managed in accordance with professional standards, community expectations and legal requirements.
Scope
This policy applies to clients, residents, staff, management, medical professionals and visitors of Banksia Care.
Background
Assisting patients with basic hygiene and eating not only creates a personal connection between Banksia Care staff and clients but also is vital to maintaining client health. Banksia Care staff has to balance the correct amount of grooming. At Banksia Care, clients are supported to assist with their own hygiene, grooming and eating routines to the best of their ability. Assistance may be needed for tasks such as shaving, brushing and styling hair, oral care, and bathing.
Legislative Requirements
· Work Health and Safety Act 2011
· Work Health and Safety Regulations 2011
· Occupational Heath and Safety Act (if applicable)
· Aged Care Quality and Safety Commission Act 2018
· Aged Care Quality and Safety Commission Rules 2018 (Rules)
· Aged Care Act 1997
· Disability Discrimination Act 1992
· Age Discrimination Act 1992
· Australian Human Rights Commission Act 1986
Principles that Inform our Policy
· All decision-making about our Personal Support for Clients Procedure is carried out in accordance with the principles of our Personal Support for Clients Policy.
· This Policy provides guidance for all managers and staff involved in personal support to ensure a safe and healthy working environment.
· Banksia Care respects that duty under the Act and Legislation cannot be transferred to another entity or person.
Key Terms
	Term
	Meaning
	Source

	Personal hygiene
	Involves properly caring for your body by keeping it clean and healthy while allowing you to look and feel your best
	Healthfully.com

	Grooming
	To make neat or attractive
	Merriam Webster Dictionary

	Cueing
	A signal (such as a word, phrase, or bit of stage business) to begin a specific speech or action.
	Merriam Webster Dictionary

	Diversion Tactic
	A tactic used to draw attention away from the real action.
	Definitions.net


 
Links to other Policies and Documents
· Palliative Care Policy and Procedure
· Manual Handling Policy and Procedure
· Choice and Independence Policy and Procedure
· Consumer Needs Policy and Procedure
· Individualised Plans Policy and Procedure
Induction and Ongoing Training
Banksia Care requires that induction and ongoing training of all staff include the Personal Support of Clients Policy to enable staff to fulfil their roles effectively. In addition, Banksia Care promotes information sharing at staff meetings, sharing of information received from industry trends or changes in legislation, and in consultation at policy review sessions.
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Monitoring, Evaluation and Review
This policy will be reviewed annually or on the occurrence of any relevant legislative change. Management of Banksia Care will conduct reviews in consultation with educators at staff meetings.
Personal Support for Clients Procedure
All staff will ensure the following:
· Co-operate and actively contribute to the consultative process relating to the implementation of the policy.
· Participate in training and competency assessments.
· Follow reduced-risk work practices.
· Report potential hazards as soon as they become aware of them.
· Participate in the manual handling risk-control process.
· Seek advice when it does not seem possible to apply any established manual handling technique.
In Relation to Clients with Challenging Behaviours
Strategies to gain assistance from clients:
· Approach in a calm manner.
· Introduce yourself (eye level, position yourself off-centre, maintain eye contact).
· Provide as much cueing and explanation as possible (verbal/physical).
· Provide diversion tactics (discussing interests, family members, etc.).
· Offer rewards (promising a nice hot cup of tea if assisting in getting out of bed).
Should the above not be successful:
· Re-attend at a later time (negotiate if possible).
· Re-attend with another care staff (someone with good history with the resident, maybe a favourite care staff).
· Re-attend with alternative care staff.
When preparing a client for a bath, Banksia Care staff will ensure the following:
· Check the clients’ care plan to ensure which style of bathing is appropriate for them.
· Remove any jewellery.
· Adjust the bed, so it is at a height that will allow the care worker to perform the bathing without injury.
· Place waterproof protection under the client to keep the bedding dry.
· Ensure doors are closed and blinds drawn to preserve the client’s privacy.
· Understand two people are required for a bed bath to support rolling the client onto their side.
· Ensure the client is safely in the bed, so they do not fall out during the bathing process.
· Always wear protective gloves.
When giving a client a bath in bed, Banksia Care staff will ensure the following:
· Explain to the client what they are about to do, and throughout the bathing, keep the client informed of each step of the process.
· Wash and dry their hands.
· Have the resident lie on their back, with their legs slightly separated and their arms loosely by their side.
· Loosen and remove their bedclothes, leaving the client covered by a single sheet.
· Support the client to undress themselves as much as they can, then remove any remaining clothing.
· Wash the face, neck and armpits with facecloth, allowing the client to do as much as they can themselves, but supporting them or finishing any incomplete areas.
· Use one part of a washcloth, folding it so that the next time you wash, you use a clean section.
· Offer a bedpan or urinal.
· Wash the perianal area with a washcloth or disposable wipe.
· Take particular care to wash in skin creases and check for skin that appears red or sore.
· Place a towel on the client’s chest and unroll it across the chest and shoulders. Take the second towel and roll it down the front of the resident at the same time as you roll the front sheet down, preserving the client’s dignity at all times. The towels will form a ‘T’ shape over the body.
· Bath the client with a gentle massaging motion over the towels.
· Roll the client on their side.
· Roll the third towel down their body and gently wash from the shoulders down.
· Use a third washcloth or wipe to clean the anal area.
· Carefully roll the client onto their back again.
· Remove the towels and replace the top sheet at the same time.
· Change the water. Wash the hair with ‘no-rinse’ or dry shampoo.
After bathing a client, Banksia Care staff will ensure the following:
· Dress the resident, supporting them to do as much themselves as possible.
· Attend to other toiletries, such as brushing their teeth and hair.
· Change the bed linen if required.
· Dispose of soiled towelling or wipes.
· Apply unscented body lotion to the client’s arms, legs, feet, and other dry skin areas.
· Put away your equipment.
· Wash their hands.
· Complete documentation.
When shaving a client with an electric shaver, Banksia staff will ensure the following:
· Wash and towel dry the area being shaved.
· Hold the shaver so that the handle sticks straight out from the area being shaved (at a 90-degree angle).
· Use back-and-forth strokes.
· Apply moisturiser or aftershave if the client requests it.
· Clean the shaver according to the directions on the package.
When shaving a client with a standard razor, Banksia Care staff will ensure the following:
· Place supplies in a spot that’s easy Wash the face with warm water to soften the hair.
· Apply the shaving cream.
· Shave with the direction of hair growth to avoid causing ingrown hairs and skin irritation.
· Press the razor firmly, confirming with the client that it does not hurt.
· Use short strokes, and be careful around the Adam’s apple, mouth, nose, and chin.
· Rinse the blade after every few strokes.
· Use a warm, moist face cloth to remove leftover lather. Then dry the area.
· Apply moisturiser or aftershave if the client requests it.
· Rinse the razor well before storing it.
When dressing and undressing a client, Banksia Care staff will ensure the following:
· Wash hands and observe standard precautions as necessary.
· Gather needed supplies.
· Knock and introduce yourself if the individual is in bed.
· Identify the individual and greet him or her by name.
· Explain the procedure.
· Provide for privacy.
· Gently lift the client’s head and shoulders and gather the top and bottom of the garment together at the individual’s neck.
· Working with the client’s strongest side first, gently remove arms by sliding the garment down the arm.
· If it is not possible to lift the individual’s head and shoulders, roll the client onto the side facing away from you. Working on the strongest side first, gently remove the arm from the garment. Roll the client onto the other side facing you and remove the other arm from the garment.
· Remove the garment completely by lifting it over the individual’s head.
· Assist the client by putting on his or her undergarments.
· Facing the foot of the bed, gather the underpants together at the leg opening and the waistband.
· Working with one foot at a time, slip first one foot and then the other through the waistband and through the leg opening.
· Slide the underpants up the client’s legs as far as they will go, then ask the client to lift his or her buttocks off the bed.
· Gently slide the underpants over the buttocks.
· If the client cannot raise his/her buttocks off the bed, help them roll first to his or her strong side, allowing you to pull the underpants up on the weak side. Then roll onto the weak side and finish pulling the underpants up. Adjust the underpants so that they fit comfortably.
· Follow this procedure to put on trousers or skirts.
· Ensure buttons, zippers, snaps and ties are fastened.
· Check that the client is comfortable.
In Relation to Oral Hygiene
· Drape a towel over the client’s chest and tuck it into the neckline.
· Put on clean disposable gloves to keep you both from transferring bacteria and germs to each other.
· Stand behind the person and cradle their head against your body to hold them steady while you are brushing and flossing their teeth.
· Ask the client if anything hurts in their mouth. Check the inside and back of the mouth for any sores, white patches, lumps or “blisters”, and cracking or cuts in the lips or tongue. If you observe anything, write down what it looks like and the date of observation – if the area has not gone away within two weeks, please consult a dentist.
· Floss their teeth and under any bridges. A floss holder can make it easier to do.
· Using a soft bristle toothbrush, gently brush all tooth surfaces – the outside, inside, and chewing surfaces of each tooth.
· Brush for two minutes, tilting the brush toward the gums and moving in small circles.
· Gently brush the person’s tongue and the roof of their mouth, if you can.
· Have the client spit out the toothpaste and rinse their mouth. If they are unable to rinse, have them spit out as much toothpaste as they can.
· If requested by the client, use an alcohol-free, antibacterial mouthwash that contains fluoride.
Dentures
· Have client remove dentures or assist them to do so.
· Gather supplies:
· dentures
· denture cups
· cleaning paste for dentures (it is best to avoid toothpaste because they can contain whiteners that will damage the teeth)
· soft bristle toothbrush
· kidney basin
· towels
· paper towels
· gloves.
· Perform hand hygiene.
· Prep the sink to prevent denture damage:
· Cover the bottom of the sink with towels and fill it half-way with water. Wet gloves, dentures, and water don’t mix because the dentures become slippery and can slip out of your hand. If they fall they can break, which is very expensive for the client to replace.
· Lay down a towel on the sink to protect your supplies from becoming contaminated by the counter and neatly lay out your supplies on the towel.
· Have extra paper towels next to the faucet to turn on and off the water.
· Prep the toothbrush. Be careful not to contaminate the denture paste by touching the toothbrush bristles to the paste.
· Don gloves and rinse the dentures with warm water. Don’t use hot water (this can damage them) or cold (this doesn’t help clean them). First, rinse the top pair and place it into the kidney basin. Repeat this for the bottom pair.
· Rinse the denture cup and the lid of the denture cup. Fill the denture cup half-way with cool water if the patient is not going to place the dentures back in the mouth because the dentures need to stay moist as this allows them to keep their shape and makes it easier to put back into the mouth.
· Note: ask the client how they soak their dentures. Some clients use half water and vinegar while others use a soaking solution.
· Brush the dentures. Start inward and work your way outward. Be sure to clean the gum line area because food and denture paste likes to hide in these areas. In addition, make sure all the food particles are removed from the teeth.
· Rinse the dentures with warm water and place them in the denture cup.
· Rinse kidney basin (dry it with a paper towel) and toothbrush.
· Remove gloves and perform hand hygiene.
· Provide mouth care, as directed above, to the client before placing dentures back into the client’s mouth.
In Relation to Toileting
· Set up the bathroom to make it as easy as possible for the client to get on and off of the toilet, e.g. have a raised toilet seat and grab bars.
· Notice when the client gives a sign about needing to use the toilet, e.g. agitation, fidgeting, tugging on clothing, wandering, or touching the genital area. Have a routine and take the person to the bathroom on a regular schedule, e.g. every two hours. Staff must respond quickly if a client indicates they need to use the bathroom.
· For clients with a regular schedule, especially for bowel movements. Staff need to remind the person to go to the bathroom at the usual time, e.g. right after breakfast.
· If required, support the client by removing clothes, help the client by moving slowly and encourage them to help. Remind the client that they must pull down their pants before sitting down.
· The client must not be rushed; allow time for them to empty their bowel and bladder.
· Hand the client the toilet paper to use as appropriate. Staff may need to help the client get started.
· Assist as needed to pull pants back up and provide as much privacy and modesty as possible.
· If needed, assist the client in putting on an incontinence pad inside the underwear to reassure them that they don’t have to rush or panic when they have the urge to urinate.
In Relation to Mealtime Support
· Mealtime programs are utilised to assist in organising staff time and client schedules to minimise disruption to clients during mealtimes and ensure staff focus on them.
· Clients who require assistance with their meals, such as opening packages, cutting up food, and eating, are identified and are provided assistance at every meal.
· Clients are provided with assistive technology to ensure adequate nutrition and hydration at every meal. Clients are provided with custom cutlery, plates, bowls, plate guards, nonslip trays and drinking aids to support them.
· Staff observe food service policies and procedures to ensure safe food preparation, handling and storage for meals supplied by Banksia Care and food and drink brought in by family and friends.
· Clients, their families and carers have access to beverages, water and snacks between meals to increase independence, comfort and wellbeing.

