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Welcome
Welcome to a course that will help you sharpen 
your document use skills. Documents play an 
important role in healthcare settings where 
Aboriginal persons are employed or are patients/
clients. This course provides a unique opportunity 
to learn how much you already know about 
document use and improve your ability to work 
with different types of healthcare documents.

What’s this guide about?
This guide is about the displays of information 
found in healthcare work. We see displays of 
information—signs, lists, graphs—around us all 
the time. Nature and the man-made world have 
a variety of displays that we read and respond 
to in different ways every day. This guide is 
about displays of information that man has 
made to help guide what people do as healthcare 
workers. You will learn, however, that there are 
similarities between the information displays that 
are man-made and the ones found in nature.

What’s the purpose  
of this guide?
This guide contains ideas and exercises to 
help you learn how to use different kinds of 
healthcare documents. Many different types of 
documents are used in healthcare occupations 
today, and healthcare workers have to know 
how to read and use them properly.

What do we mean by  
“healthcare documents”?

Healthcare documents are often the paper 
(or computer) displays of information that 
healthcare workers use as they do their jobs. 
Some examples are:

•	 attendance or work schedules,

•	 equipment gauges,

•	 how to work safely (occupational health and 
safety signs),

•	 steps to operate equipment,

•	 lists of tasks to be completed,

•	 information sheets about the chemical 
products that are being used, and

•	 patient information sheets and patient charts.

Some information displays in healthcare are 
used to remind you of things to be done. Some 
are used to warn you of hazards in the work 
environment. Some explain how to do things. 
There are many different healthcare occupations 
in which documents are used, and many different 
documents are used in each occupation.

You are reading this guide because you may be 
considering work in a healthcare occupation. 
Or you may be working in a healthcare 
occupation right now. Or you may be preparing 
to take training for future work in a healthcare 
occupation. This guide focuses on the documents 
used in entry level positions in healthcare, such 
as continuing care aide, licensed practical nurse, 
emergency medical technician, and housekeeping.

Introduction



Essential Skills Resources for Aboriginal Learners / 3

SIAST Wascana Campus

Document Use as a Skill

“Document Use” is one of the 9 Essential Skills 
that employers have said are important for workers 
to do their jobs. The 9 Essential Skills are:

•	 Reading Text

•	 Document Use

•	 Numeracy

•	 Writing

•	 Oral Communication

•	 Working with Others

•	 Continuous Learning

•	 Thinking Skills

•	 Computer Use

Document use involves the skills you need to 
work with information displays. Examples of 
document use are as follows:

•	 reading or making lists, labels or signs;

•	 entering information on forms, such as 
schedules;

•	 reading tables and using their information;

•	 figuring out the meaning of the information 
that appears on graphs or charts; and

•	 reading diagrams and drawings of how to put 
things together or how they work.

Often, when healthcare workers use documents, 
they are both reading them and adding information 
to them. And they also report what they see on 
documents to others, such as supervisors, head 
nurses and doctors. Clear handwriting is essential 
to accurately record and communicate information 
on healthcare documents.

How can I benefit from using 
the Learner’s Guide?
You benefit from using this guide because it  
will help you to do your job in a better way.  
You may also benefit from using it in a course 
that is training you to work in healthcare. At the 
very least, you will learn a variety of the words 
and expressions used in healthcare workplaces. 
It is more likely, however, that you will develop 
your skills in using documents. In the future, 
you will orient to documents faster and be more 
comfortable managing the information on them.

What’s in this guide?
This guide contains exercises with documents 
used by different healthcare workers in their 
jobs. Many of the documents come from actual 
healthcare workplaces; others come from 
training programs.

The reading pack is part of this guide. It provides 
ideas and tips on how to approach and use 
healthcare documents.

In the exercises, you will see documents and 
“read them” to find information or to fill in 
information. After you have completed each 
exercise, you can compare your answers with the 
correct answers. You can see how well you did 
and if you need to improve in some areas.
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How will I learn to work with 
documents more effectively?
Your instructor will give you ideas about how 
to approach documents, how to view them 
and how to understand and use them. Once 
you learn what to look for, you will be able to 
approach documents and use them more easily 
and effectively. Learn and practise the strategies 
your instructor suggests.

What’s the connection 
between document use and 
traditional Aboriginal culture?
In the traditional way of life, survival depended 
on understanding the displays of information in 
nature. Being able to observe and interpret signs 
in the natural environment meant a successful 
hunt or a safe journey. Being able to perceive 
change in the information displays of nature was 
critical to success in everyday life.

Similarly, healthcare workers caring for 
patients need to be able to read displays of 
information. Recording the correct information 
and communicating it to others when they need 
it affects what happens to patients—whether 
patients get the right treatment at the right time. 
Document use in healthcare helps everyone do 
their job for the patient. Likewise, reading the 
displays of nature correctly in traditional culture 
helped all members of the group or tribe to 
survive, be healthy and prosper.

Your instructor or trainer will help you see more 
connections between using documents and the 
traditional ways of life in your community. You 
will be surprised how much you already know and 
can help your instructor learn about Aboriginal 
culture and healthcare, past and present.

You will now start on an exploration of document 
use within the context of Aboriginal culture.
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Understanding Documents
1. When approaching a new document, look 
at the display of information. Answer the 
following questions:

•	 What are the parts of the document?

•	 How is the information organized on the 
document? What categories are used?

•	 Are there headings, tables, other dividers?

•	 How much white space (i.e., space on the page 
where there are no words or lines) is there? 
How is it used?

•	 Are there special terms that need to  
be understood?

Draw a parallel between this view of documents 
and reading the environment in traditional 
life. Answer the questions: “What are some 
things you might look for in the environment?” 
“What’s in the background?” “What causes you 
to focus on one thing rather than another?”

2. Identify the purpose of the document.

•	 What is it used for?

•	 Who is involved in using this document and 
how do they use it?

•	 Who receives the information and what 
decisions will that person make?

The purpose of a document may be explained 
in its title. In healthcare settings documents may 
have purposes such as:

•	 collecting patient information;

•	 recording patients’ vital signs  
(e.g., pulse, temperature)

•	 recording the amount of medication 
administered and the time it was given to the 
patient (i.e., on the “Medical Administration 
Record” (MAR);

•	 ensuring that all the necessary treatments are 
being applied on schedule; making decisions 
about what the patient needs next (i.e., on the 
“Patient Care Plan” (PCP); and

•	 following the instructions to use a particular 
piece of equipment.

The value of any document in healthcare depends 
on how it benefits the patient, caregiver or the 
healthcare system itself. Does it support what 
certain healthcare workers do? Does it aid a 
patient in a certain way? Does it aid a patient in 
a critical way or in a way that simply helps them 
move through the medical treatment system? It is 
important to know the purpose and the benefits 
of each healthcare document you use.

Reading Pack

Figure 2   First Nations University of Canada, Regina, SK
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Main Tasks in Document Use
Here is a list of the tasks involved in working 
with documents generally.

1.	Read the document (skim and scan).

2.	Focus on key information.

3.	Add/enter information or complete  
the document.

4.	Do a calculation using the document.

5.	Interpret the information (Answer the question: 
“What does this information mean?”)

6.	Communicate the information to other people 
(Decide who needs to know and the most 
effective way to let them know.)

A Strategy for Working  
with Documents
Here is a specific strategy that you can use to 
work with the sample healthcare documents in 
this guide.

1. Identify

•	 Identify the information that is given.

•	 Identify the information that is requested.

•	 Identify the key words in the question.

2. Scan

•	 Look for specific key words and/or similar 
words (Don’t read line-by-line, use headings, 
bold text, start at the top of the page, scan in a 
zigzag pattern.)

3. Locate

•	 Find the data, word or phrase you are 
scanning for, stop scanning and read a few 
words, the sentence or the paragraph.

4. Decide

•	 Read the question again.

•	 Look at the information you have found.  
Is it the information that is requested?

•	 Do you need to scan further for other 
information or more information?

Skimming and Scanning
Skimming and scanning are two ways of 
searching for information in documents.

Skimming

Skimming is a technique that can help you to:

•	 Read more quickly (skimming is done three to 
four times faster than normal reading), and

•	 Get the gist (the main idea) of a page of 
a document. The gist helps you to decide 
whether you should read the document more 
slowly and in more detail.

Don’t read the whole document word-for-word. 
Use as many clues as possible to give you some 
background information. Read the title, subtitles 
and subheadings to find out what the text is 
about. Look at the illustrations or pictures to 
give you further information about the topic.

Read the first and last sentence of each 
paragraph. Let your eyes skim over the surface 
of the text and, while thinking about any clues 
you have found about the subject, watch for key 
words. Continue to think about the meaning of 
the document.
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Scanning

After you have skimmed a document, you  
may decide to use scanning techniques to 
locate specific information. Scanning is used, 
for example, to find a particular number in the 
telephone directory or find out the dosage of 
medication that was administered on the  
last shift.

Scanning involves moving your eyes quickly 
down the page seeking specific words or phrases. 
In most cases, you know what you are looking 
for, so you are concentrating on finding specific 
information.

When scanning, look for how organizers such 
as numbers, letters, steps, or the words, “First,” 
“Second,” or “Next” are used. Look for words 
that are bold-faced, italics, or in a different type 
size, style, or colour. Sometimes authors also put 
key ideas in the margin.

Skimming and scanning is an art in itself. It 
takes practice to know and understand what 
you should be looking for. It is possible to pull 
information from documents that is not so useful 
and skip over the important stuff. Take time to 
practice skimming and scanning and develop 
these skills.
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This section has 19 exercises with documents 
used in healthcare. The correct answers follow 
each exercise. Fifteen exercises are listed below. 

Before you begin an exercise, your instructor 
or trainer will help you to learn the meaning of 
the words you need to know in the document. 
If your instructor or trainer forgets to do this, 
remind him or her to do so. She or he may direct 
you to a resource (dictionary or the Internet),  
or provide you with the meanings of words  
you need to know.

Documents that people use in the workplace are 
not always easy to read. Some of the reasons 
for this are poor handwriting, faded copies and 
small print. In the document exercises you may 
have trouble reading some text and handwriting. 
It is quite acceptable to use a magnifying glass. 
Use one if it will help.

The Patient Care Report for Emergency Medical 
Professionals (pages 22, 25 and 27) is difficult 
to read because of the small size of the print. At 
the end of this Guide there are larger 8.5”x14” 
copies for you to work on.

Document Exercises

List of Document Exercises
9	 Eating Well with Canada’s Food Guide (1)
9	 First Nations, Inuit and Métis 

14	 Aboriginal Cancer Prevention Newsletter (2)
14	  �Provided by “Cancer Care Ontario”  

(www.cancercare.on.ca)

18	 Health Care Professionals (3)
18	 7 Steps of Handwashing

21	 Emergency Medical Services Professionals (4)
21	 Patient Care Report (A)

24	 Emergency Medical Services Professionals (4)
24	 Patient Care Report (B)

28	 Continuing Care Assistant (5)
28	 Graphic Record (A)

32	 Continuing Care Assistant (5)
32	 Graphic Record (B)

36	 Continuing Care Assistant (6)
36	 Patient Care Plan (A)

39	 Continuing Care Assistant (6)
39	 Patient Care Plan (B)

43	 Licensed Practical Nurse (7)
43	 Ampicin Label

45	 Licensed Practical Nurse (8)
45	 Renewal Form

50	 Licensed Practical Nurse (9)
50	 Adult Neurosciences Watch Sheet

54	 Licensed Practical Nurse (10)
54	 TLR Mobility Record (A)

57	 Licensed Practical Nurse (10)
57	 TLR Symbols – Indications for Use (B)

63	 Health Care Professionals (e.g., Nurses) (11)
63	 Admission Assessment & History Form

70	 Health Care Professionals (e.g., Nurses) (12)
70	 Patient Medication Form

73	 Health Care Professionals (e.g., Nurses) (13)
73	 Clinical Record

81	 Health Care Professionals (e.g., Nurses) (14)
81	 Discharge Care Plan

85	 Housekeeping Staff (15)
85	� Discharge/Transfer Cleaning Checklist  

for All Rooms
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Eating Well with Canada’s Food Guide (1)
First Nations, Inuit and Métis

Canada’s Food Guide recommends the number of servings per day for different age groups. 
Look at Canada’s Food Guide.

Canada’s Food Guide

1. What are the four food groups?

2. Name three milk alternatives.

3. How many servings of milk and alternatives are recommended for an adult 19-50 years of age?

4. Name three traditional or wild game meats.

5. What is recommended to have more often than juice?
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Eating Well with Canada’s Food Guide (1)
First Nations, Inuit and Métis

Canada’s Food Guide recommends the number of servings per day for different age groups. 
Look at Canada’s Food Guide.

Canada’s Food Guide

1. What are the four food groups?

•	 vegetables and fruit

•	 grain products

•	 milk and alternatives

•	 meat and alternatives

2. Name three milk alternatives.

•	 soy beverage

•	 yoghurt

•	 cheese

3. How many servings of milk and alternatives are recommended for an adult 19-50 years of age?

•	 2

4. Name three traditional or wild game meats.

•	 beaver

•	 elk

•	 rabbit

•	 turkey, goose, or other wild bird

•	 moose

•	 seal

•	 deer

5. What is recommended to have more often than juice?

•	 vegetables and fruit

Answers
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Aboriginal Cancer Prevention Newsletter (2)
Issue 1.2009-2010 Provided by “Cancer Care Ontario” (www.cancercare.on.ca).

Researchers and cancer health professionals record data for statistical purposes. They gather information 
about the rate of breast cancer in women.

Look at the graph and read the text in the Aboriginal Breast Cancer Study: Research Towards Improving 
Cancer Care in Ontario.

Graph

1. What is the percentage of First Nations women who are alive after five years?

2. How does that compare to non-First Nations women?

3. Why is the survival rate lower in First Nations women?
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Aboriginal Cancer Prevention Newsletter (2)
Issue 1.2009-2010 Provided by “Cancer Care Ontario” (www.cancercare.on.ca).

Researchers and cancer health professionals record data for statistical purposes. They gather information 
about the rate of breast cancer in women.

Look at the graph and read the text in the Aboriginal Breast Cancer Study: Research Towards Improving 
Cancer Care in Ontario.

Graph

1. What is the percentage of First Nations women who are alive after five years?

•	 72 or 73%

2. How does that compare to non-First Nations women?

•	 81 or 82%

3. Why is the survival rate lower in First Nations women?

•	 First Nations women are being diagnosed with breast cancer at a more advanced stage at 
diagnosis compared to other Ontario women.

Answers
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Health Care Professionals (3)
All Health Care Professionals are required to follow hand washing procedures. Look at the seven steps of 
hand washing.

7 Steps of Handwashing

1. What song do you sing to yourself to indicate 15 seconds?

2. When should waterless hand cleansers not be used?

3. How many pumps of waterless hand cleanser are needed to cover all surfaces?

4. What do you use to turn the taps off?
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Health Care Professionals (3)
All Health Care Professionals are required to follow hand washing procedures. Look at the seven steps of 
hand washing.

7 Steps of Handwashing

1. What song do you sing to yourself to indicate 15 seconds?

•	 Happy Birthday

2. When should waterless hand cleansers not be used?

•	 on visibly soiled hands

•	 on gloved hands

•	 when there is contact with C. Diff.

3. How many pumps of waterless hand cleanser are needed to cover all surfaces?

•	 2 full pumps

4. What do you use to turn the taps off?

•	 dry paper towel

Answers
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Emergency Medical Services Professionals (4)
Emergency Medical Services Professionals complete Patient Care Reports in a timely manner before 
handing patients off to the next care level. Look at the Patient Care Report.

Patient Care Report (A)

1. Where did EMS find the patient?

2. Circle or highlight the position in which the patient was found?

3. Describe the patient’s first reaction when EMS first arrived.

4. In what body part did the patient have pain after the fall?

5. Where did EMS take the patient?

6. Who was the receiving physician?

7. Circle or highlight one medication EMS administered to the patient.
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Emergency Medical Services Professionals (4) 
Emergency Medical Services Professionals complete Patient Care Reports in a timely manner before 
handing patients off to the next care level. Look at the Patient Care Report.

Patient Care Report (A)

1. Where did EMS find the patient?

•	 at her residence, house

2. Circle or highlight the position in which the patient was found?

•	 laying on left hand side in fetal position

3. Describe the patient’s first reaction when EMS first arrived.

•	 she did not react when we banged on the door and called to her

4. In what body part did the patient have pain after the fall?

•	 shoulder

5. Where did EMS take the patient?

•	 RGH ER

6. Who was the receiving physician?

•	 Scott

7. Circle or highlight one medication EMS administered to the patient.

•	 25 mg. Gravol, or

•	 25 mg. Morphine

Answers
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Emergency Medical Services Professionals (4)
Emergency Medical Services Professionals complete Patient Care Reports in a timely manner before 
handing patients off to the next care level. Look at the Patient Care Report.

Patient Care Report (B)

Enter the following information on the blank Patient Care Report:

EMS attended Mavis Delorme, female, born July 28, 1974. She had been cleaning a recreational area 
on her reserve using a tractor and other equipment. The tractor had turned over on a hillside, pinning 
her beneath a wheel. Others working with her had lifted the tractor off her before EMS arrived. She was 
experiencing severe abdominal pain and exhibited lacerations of the soft tissue of her chest, abdomen and 
both arms. This was an emergency response with the patient in a life threatening situation. One of the 
attending EMS personnel was: Derek, 002374.

On the form, enter the following:

•	 first name and last name

•	 sex

•	 type of call (circle the number)

•	 patient number

•	 where the accident happened (circle the numbers)

•	 appropriate major and minor trauma codes (circle the numbers)

•	 the name and number of the EMS personnel

•	 information on priority and responses

•	 a short description of what happened in history
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Emergency Medical Services Professionals (4) 
Emergency Medical Services Professionals complete Patient Care Reports in a timely manner before 
handing patients off to the next care level. Look at the Patient Care Report.

Patient Care Report (B)

Enter the following information on the blank Patient Care Report:

EMS attended Mavis Delorme, female, born July 28, 1974. She had been cleaning a recreational area 
on her reserve using a tractor and other equipment. The tractor had turned over on a hillside, pinning 
her beneath a wheel. Others working with her had lifted the tractor off her before EMS arrived. She was 
experiencing severe abdominal pain and exhibited lacerations of the soft tissue of her chest, abdomen and 
both arms. This was an emergency response with the patient in a life threatening situation. One of the 
attending EMS personnel was: Derek, 002374.

On the form, enter the following:

•	 first name and last name: Mavis Delorme

•	 sex: F

•	 type of call: 01 Injury/Trauma

•	 patient number: 1 of 1

•	 where the accident happened: 16 Reserve, 03 Recreational Area

•	 appropriate major and minor trauma codes: �009 Other Major Trauma 
018 Soft Tissue Injury

•	 the name and number of the EMS personnel: Derek, 002374

•	 information on priority and responses: priority 4, responses 4

•	 a short description of what happened in history: Severe abdominal pain and soft tissue lacerations after 
being pinned under tractor.

Refer to completed form.

Answers
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Continuing Care Assistant (5)
A Continuing Care Assistant provides personal care and activities of daily living for clients (patients, 
residents) to encourage an optimum level of functioning. They support clients in meeting their physical, 
emotional and spiritual needs. A Continuing Care Assistant is sometimes called a Special Care Aide or a 
Home Care Aide. They work with a variety of documents.

Continuing Care Assistants record clients’ vital signs, weight, intake and output. Look at the Graphic 
Record. The initials B.P. refer to blood pressure. The arrow pointing down refers to “systolic” blood 
pressure. The arrow pointing up refers to “diastolic” blood pressure. 

Graphic Record (A)

1. What are the two vital signs that are plotted on the graph?

2. On what day and at what time was Maggie McGee’s systolic blood pressure the highest?

3. On what day and at what time was Maggie McGee’s diastolic blood pressure the lowest?

4. What was Maggie McGee’s highest and lowest temperature over the two days?
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Continuing Care Assistant (5) 
A Continuing Care Assistant provides personal care and activities of daily living for clients (patients, 
residents) to encourage an optimum level of functioning. They support clients in meeting their physical, 
emotional and spiritual needs. A Continuing Care Assistant is sometimes called a Special Care Aide or a 
Home Care Aide. They work with a variety of documents.

Continuing Care Assistants record clients’ vital signs, weight, intake and output. Look at the Graphic 
Record. The initials B.P. refer to blood pressure. The arrow pointing down refers to “systolic” blood 
pressure. The arrow pointing up refers to “diastolic” blood pressure.

Graphic Record (A)

1. What are the two vital signs that are plotted on the graph?

•	 Apical Pulse

•	 BP

2. On what day and at what time was Maggie McGee’s systolic blood pressure the highest?

•	 May 14

•	 0600 hours

3. On what day and at what time was Maggie McGee’s diastolic blood pressure the lowest?

•	 May 14

•	 10 o’clock

4. What was Maggie McGee’s highest and lowest temperature over the two days?

•	 39

•	 38

Answers
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Continuing Care Assistant (5)
A Continuing Care Assistant provides personal care and activities of daily living for clients (patients, 
residents) to encourage an optimum level of functioning. They support clients in meeting their physical, 
emotional and spiritual needs. A Continuing Care Assistant is sometimes called a Special Care Aide or a 
Home Care Aide. They work with a variety of documents.

Record the information below on a blank copy of the Graphic Record.

Graphic Record (B)

Name of Client: 	 McGee, Maggie (top right corner)

Date:	 May 15 and 16

Times: 	� May 15: 06, 11, 16 
May 16: 16, 06, 10

BP: 	 May 15: �06 – 160/100 
11 – 190/80 
16 – 155/75

Temperature: 	 May �16: 06 – 37.5 
16: 10 – 39.5

Pulse: 	 May �16: 06 – 80 
16: 10 – 70
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Answers
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Continuing Care Assistant (6)
Continuing Care Assistants record, update and read the Patient Care Plan. Look at the Patient Care Plan. 
Transfer the information below to the first page of the Patient Care Plan.

Patient Care Plan (A)

•	 Maggie McGee is the client’s name.

•	 She is 74 years old.

•	 She has a rose coloured tattoo on her right ankle.

•	 Her previous address was Box 473, Timbuk, SK

•	 Her interests are playing the piano, singing and reading.

•	 She belongs to the United Church, where the pastor is Reverend Dickson.

•	 She attends that church every Sunday at 9:00 a.m.

•	 She was admitted to the hospital February 7, 2010.

•	 Her subsequent diagnosis was 1) aspiration pneumonia, 2) obesity, and 3) hypertension.

•	 She is allergic to penicillin.
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Answers
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Continuing Care Assistant (6)
Continuing Care Assistants record, update and read the Patient Care Plan. Look at the second and third 
pages of the Patient Care Plan. Answer the questions below.

Patient Care Plan (B)

1. What does Maggie McGee do when she’s frustrated?

2. Describe her ability to communicate.

3. What kind of restraints does she need?

4. What are staff expected to do when she becomes frustrated and teary?

5. �Why are staff expected to watch her “food pocketing”? 
(Food pocketing means hiding food to eat later when she is alone.)
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Continuing Care Assistant (6) 
Continuing Care Assistants record, update and read the Patient Care Plan. Look at the second and third 
pages of the Patient Care Plan. Answer the questions below.

Patient Care Plan (B)

1. What does Maggie McGee do when she’s frustrated?

•	 She tends to swear at staff.

2. Describe her ability to communicate.

•	 She is hard to understand.

•	 Her speech is slurred.

•	 She becomes frustrated easily.

•	 She responds slowly.

3. What kind of restraints does she need?

•	 She needs the side rails up day and night.

•	 She needs a gerichair table.

4. What are staff expected to do when she becomes frustrated and teary?

•	 Staff are expected to call her son.

6. Why are staff expected to watch her “food pocketing”?

•	 Because she chokes easily.

Answers
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Licensed Practical Nurse (7)
Licensed Practical Nurses administer drugs to patients in a safe manner. They read and interpret labels. 
Read “Reconstituting a Powdered Drug”, and then look at the Ampicin label.

Ampicin Label

1. Write down the weight of Ampicin powder indicated on the label.

2. �How much sterile water is added to the Ampicin powder when administering intravenously  
(i.e., for IV use)?

3. After reconstituting the Ampicin powder, during what period of time should it be used?
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Licensed Practical Nurse (7) 
Licensed Practical Nurses administer drugs to patients in a safe manner. They read and interpret labels. 
Read “Reconstituting a Powdered Drug”, and then look at the Ampicin label.

Ampicin Label

1. Write down the weight of Ampicin powder indicated on the label.

•	 500 mg

2. �How much sterile water is added to the Ampicin powder when administering intravenously  
(i.e., for IV use)?

•	 5 ml

3. After reconstituting the Ampicin powder, during what period of time should it be used?

•	 1 hour

Answers
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Licensed Practical Nurse (8)
Licensed Practical Nurses are required to be licensed with the provincial licensing agency. Look at the 
Saskatchewan Association of Licensed Practical Nurses Renewal Form as an example.

Renewal Form

1. When do Licensed Practical Nurses in Saskatchewan need to renew their license?

2. What is the membership fee for a practicing Licensed Practical Nurse?

3. Name four categories in which Licensed Practical Nurses can earn continuing education points.

4. Sally’s primary place of employment is a hospital. What code does she use to indicate her place of work?

5. �Sally’s primary area of responsibility in direct patient care is in medical/surgical. What code does she 
use to indicate her primary area of responsibility?
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Licensed Practical Nurse (8) 
Licensed Practical Nurses are required to be licensed with the provincial licensing agency. Look at the 
Saskatchewan Association of Licensed Practical Nurses Renewal Form as an example.

Renewal Form

1. By what date do Licensed Practical Nurses in Saskatchewan need to renew their license?

•	 Renewal deadline is Dec. 1, 2009.

2. What is the membership fee for a practicing Licensed Practical Nurse?

•	 $400.00

3. Name the four categories in which Licensed Practical Nurses can earn continuing education points.

•	 Education Courses/In-Services

•	 Professional Nursing Participation

•	 Preceptorship

•	 Articles, Audio-Visual, Internet

4. Sally’s primary place of employment is a hospital. What code does she use to indicate her place of work?

•	 01

6. Sally’s primary area of responsibility in direct patient care is in medical/surgical. What code does she 
use to indicate her primary area of responsibility?

•	 01

Answers
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Licensed Practical Nurse (9)
Licensed Practical Nurses assess clients’ level of consciousness by observing and giving a numeric value. 
Look at the Adult Neurosciences Watch Sheet.

Adult Neurosciences Watch Sheet

1. What three main categories does the coma scale include?

2. Describe the client’s responses at 1400 hours.

3. Plot the client’s eye responses on the COMA SCALE from 1600 hours to 600 hours as follows:

1600	 eyes open to pain

1800 	 eyes open to pain

2000	 eyes open to pain

2200	 eyes open to pain

2400	 eyes open to speech

0200	 eyes open to speech

0400	 eyes open spontaneously

1600	 eyes open spontaneously

4. Complete the coma scale scores.
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Licensed Practical Nurse (9) 
Licensed Practical Nurses assess clients’ level of consciousness by observing and giving a numeric value. 
Look at the Adult Neurosciences Watch Sheet.

Adult Neurosciences Watch Sheet

1. What three main categories does the coma scale include?

•	 eyes open

•	 best verbal response

•	 best motor response

2. Describe the client’s responses at 1400 hours.

•	 eyes open—to pain

•	 best verbal response—incomprehensible sounds

•	 best motor response—withdraws

3. Plot the client’s eye responses on the COMA SCALE from 1600 hours to 600 hours as follows:

•	 See Adult Neurosciences Watch Sheet.

4. Complete the coma scale scores.

•	 See Adult Neurosciences Watch Sheet.

Answers
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Licensed Practical Nurse (10)
Licensed Practical Nurses are required to move and lift clients safely. Look at the Transfer, Lifting and 
Repositioning (TLR) Mobility Record.

TLR Mobility Record (A)

1. What are the five risk factors that must be assessed for each client?

2. �Name one item under “Health Information – Emotional/Behavioral Status,” which Licensed Practical 
Nurses evaluate? Emotional/Behavioral Status is the third category in Health Information.

3. Which item under Standing Abilities makes a reference to “time”? 

4. Which item has to do with the patient’s “hands”?

5. “Walking on the spot” is used to evaluate which ability?
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Licensed Practical Nurse (10) 
Licensed Practical Nurses are required to move and lift clients safely. Look at the Transfer, Lifting and 
Repositioning (TLR) Mobility Record.

TLR Mobility Record (A)

1. What are the five risk factors that must be assessed for each client?

•	 walking abilities

•	 standing abilities

•	 sitting abilities

•	 pre-mobilization abilities

•	 health information

2. �Name one item under Health Information – Emotional/Behavioral Status, which Licensed Practical 
Nurses evaluate? Emotional/Behavioral Status is the third category in Health Information.

•	 displays stable moods, or

•	 demonstrates predictable/cooperative behaviours

3. Which item under Standing Abilities makes a reference to “time”?

•	 can remain standing for 15 seconds

4. Which item has to do with the patient’s “hands”?

•	 can grip, push & pull hand in a handshake

5. “Walking on the spot” is used to evaluate which ability?

•	 walking ability

Answers
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Licensed Practical Nurse (10)
Licensed Practical Nurses are required to move and lift clients safely. Look at the “Indications for Use” 
descriptions. Match each description with its corresponding symbol on the following pages. Write the 
correct number next to the symbol.

TLR Symbols – Indications for Use (B)

1. �An independent transfer is used by the client to move from one surface/location to another surface/
location with or without the use of assistive devices such as a cane or walker (e.g., from a bed to a 
wheelchair, or from a wheelchair to the bathroom/toilet.

2. �A minimum assistance transfer is used to move the client from one surface/location to another surface/
location with or without the use of assistive devices such as a cane or walker.

3. �A one-person transfer with belt is used to move the client from one surface/location to another surface/
location with or without the use of assistive devices such as a cane or walker.

4. �A one-person transfer with belt and assistant is used to move the client from one surface/location to 
another surface/location with or without the use of assistive devices such as a cane or walker.

5. �A two-person transfer with belt and assistant is used to move the client from one surface/location to 
another surface/location with or without the use of assistive devices such as a cane or walker.

6. �A sit/stand lift is used to move the client from one seating surface to: another seating surface (e.g., from 
a bed to a wheelchair) or to a bathroom adjacent to the client’s room.

7. A total lift is used to move the client:

•	 To a bathroom adjacent to the client’s room

•	 In and out of bathtubs using “bathing” mesh slings, if the life base is compatible with the  
tub base/supports

•	 In bed, if repositioning devices are inaccessible or inappropriate for the client

8. �Bed rest is appropriate for the client who has been confined to bed by their physician or by the nature 
of their medical condition (e.g., the client with a back injury or fracture, or the palliative patient).
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TLR Symbols - Indications for Use
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TLR Symbols - Indications for Use



60 / Document Use in Entry Level Healthcare Occupations

TLR Symbols - Indications for Use Answers

7. a total lift

8. bed rest

6. a sit/stand lift

3. a one-person transfer with belt
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TLR Symbols - Indications for Use

1. an independent transfer

5. �a two-person transfer with belt  

and assistant

4. �a one-person transfer with belt  

and assistant

2. minimum assistance transfer
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Health Care Professionals (e.g., Nurses) (11)
Health Care Professionals are required to obtain and record patient information when someone is 
admitted to a health facility for surgery. Look at the Admission Assessment & History form. If you don’t 
know the meaning of certain words, ask your instructor/trainer before answering the questions below.

Admission Assessment & History Form

1. Who is the patient?

2. Enter the following information about the patient.

	 May Harris – wife

	 Penicillin allergy

	 Lower dentures

	 Wears reading glasses

3. What is Jeff’s diagnosis?

4. What treatment procedure will Jeff receive?

5. How many calories should Jeff have?

6. �What food intolerance does Jeff have? 
(A “food intolerance” means that a person will get sick or have an allergic reaction if he or she  
eats or drinks a particular food.)
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Health Care Professionals (e.g., Nurses) (11) 
Health Care Professionals are required to obtain and record patient information when someone is 
admitted to a health facility for surgery. Look at the Admission Assessment & History form. If you don’t 
know the meaning of certain words, ask your instructor/trainer before answering the questions below.

Admission Assessment & History Form

1. Who is the patient?

•	 Jeff Harris

2. Enter the following information about the patient:

•	 May Harris – wife

•	 Penicillin allergy

•	 Lower dentures

•	 Wears reading glasses

3. What is Jeff’s diagnosis?

•	 Non functioning Lt Kidney

4. What treatment procedure will Jeff receive?

•	 Lt. Nephrectomy

5. How many calories should Jeff have?

•	 1800

6. What food intolerance does Jeff have?

•	 Spicy foods cause gas

Answers
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Answers
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Health Care Professionals (e.g., Nurses) (12)
Patient Medication Form

Registered nurses administer medications on physician’s orders. Look at the medication administration 
record.

1. Who is the patient?

2. Name two medications that were administered at 10 AM.

3. What are the patient’s allergies?

4. What should the nurse do to medication before administering it?

5. How often should acetaminophen be administered?

	 PRN means as required

	 q means how often something should happen

	 h means hour(s)
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Health Care Professionals (e.g., Nurses) (12) 
Patient Medication Form

Registered nurses administer medications on physician’s orders. Look at the medication administration 
record.

1. Who is the patient?

•	 Mr. Albert Huff

2. Name two medications that were administered at 10 AM.

two of the following:

•	 digoxin

•	 furosemide

•	 diazepam

3. What are the patient’s allergies?

•	 penicillin, smoke

4. What should the nurse do to medication before administering it?

•	 crush it

5. How often should acetaminophen be administered?

•	 every three hours as required

Answers
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Health Care Professionals (e.g., Nurses) (13)
Health Care Professionals record patients’ vital signs. Look at the clinical record for Jeff Harris.

Clinical Record

1. Who recorded the patient’s vitals on October 28, 2007?

2. What was Jeff Harris’ temperature at 10 p.m. on October 28th?

3. How much did Jeff Harris’ temperature increase on October 28th from 1400 hours to 2200 hours?

4. Plot the following vitals for Jeff Harris on October 29th:

Vital	 Time	 Record

Temperature	 1400	 37
	 1800	 36.8

Blood pressure	 1400	 140/83
	 1800	 135/79 
	 Use the tip of the small triangle to show the the patient’s blood pressure.

Pulse	 1800	 85

Respirations	 1800	 18

SaO2	 1800	 98.2

Intake	 1800	 Ice
		  IV/Blood 250

Output	 1800	 Urine 175
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Health Care Professionals (e.g., Nurses) (13) Answers
Health Care Professionals record patients’ vital signs. Look at the clinical record for Jeff Harris.

Clinical Record

1. Who recorded the patient’s vitals on October 28, 2007?

•	 JM

2. What was Jeff Harris’ temperature at 10 p.m. on October 28th?

•	 37.2 (degrees)

3. How much did Jeff Harris’ temperature increase on October 28th from 1400 hours to 2200 hours?

•	 1 (degree)

4. Plot the following vitals for Jeff Harris on October 29th:

•	 Check the plot on the following page.

Answers
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Answers
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Health Care Professionals (e.g., Nurses) (14)
Health Care Professionals complete discharge care plans for patients. Look at Jess Harris’ discharge care plan.

Discharge Care Plan

1. What nutritional restrictions does Jeff Harris have?

2. What signs of infection in his incision does Jeff Harris need to look for?

3. When should Jeff Harris notify his doctor?

4. What should Jeff Harris watch for in his urine?

5. Who completed the discharge plan?

6. How long should Jeff avoid heavy lifting?
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Health Care Professionals (e.g., Nurses) (14) 
Health Care Professionals complete discharge care plans for patients. Look at Jess Harris’ discharge care plan.

Discharge Care Plan

1. What nutritional restrictions does Jeff Harris have?

•	 Follow your previous diabetic diet.

2. What signs of infection does Jeff Harris need to look for?

•	 redness, drainage, odor

3. When should Jeff Harris notify his doctor?

•	 if any excess pain, sudden pain on left side or problem voiding

4. What should Jeff Harris watch for in his urine?

•	 blood

5. Who completed the discharge plan?

•	 WL

6. How long should Jeff avoid heavy lifting?

•	 for the next 6 weeks

Answers
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Housekeeping Staff (15)
Housekeeping staff must clean rooms when a patient is discharged. Look at the Discharge/Transfer 
Cleaning Checklist for All Rooms.

Discharge/Transfer Cleaning Checklist for All Rooms

1. Name four additions that must be completed in a room of a patient on precautions.

2. Name one thing housekeeping staff should report to nursing.

3. What items must a housekeeper remove in a regular cleaning?

4. What items must be cleaned thoroughly before use by another patient?
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Housekeeping Staff (15) 
Housekeeping staff must clean rooms when a patient is discharged. Look at the Discharge/Transfer 
Cleaning Checklist for All Rooms.

Discharge/Transfer Cleaning Checklist for All Rooms

1. Name four additions that must be completed in a room of a patient on precautions.

•	 curtains are removed before starting to clean the room

•	 glove box is discarded

•	 soap and toilet paper are discarded

•	 sharps container is wiped

2. Name one thing housekeeping staff should report to nursing.

•	 if sharps container needs replacing, or

•	 if sharps container is ¾ full

3. What items must a housekeeper remove in a regular cleaning?

•	 dirty/used items

•	 suction container

•	 disposable items (Kleenex, bar soap)

•	 all tape is removed from surfaces

4. What items must be cleaned thoroughly before use by another patient?

•	 commodes/high toilet seat

•	 wheelchairs

•	 IV poles/machines

Answers
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