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Participant Handbook

— About this book

This Participant Handbook is designed to enable training for the specific Qualification Pack(QP). Each
National Occupational Standards (NOS) is covered across Unit/s.

Key Learning Objectives for the specific NOS mark the beginning of the Unit/s for that NOS.
e Assist nurse in bathing and grooming the patient.

e Assist patient in dressing-up.

e Support individuals to eat and drink.

e Assist patient in maintaining normal elimination.

e Transferring patient within the hospital.

¢ Communicating appropriately with co-workers.

e Prevent and control infection.

e Assist nurse in performing procedures as instructed in the care plan.
e Assist nurse in observing and reporting change in patient condition.
e Assist nurse in measuring patient parameters accurately.

¢ Respond to patient’s call.

e Clean medical equipments under supervision of nurse.

e Transport patient samples, drugs, patient documents and manage changing and transporting
laundry/ linen on the floor.

e Carry out last office (death care).

e Act within the limits of your competence and authority and work effectively with others.
¢ Maintain a safe, healthy and secure environment.

e Practice Code of conduct while performing duties.

e Follow biomedical waste disposal protocols.

Symbols used in the book have been listed below.

Not for Sale- For Internal Circulation only



Table of Content

S.No. Modules and Units

1. Introduction to the Program
Unit 1.1 - Objectives of the Program 3
Unit 1.2 - Introduction to the Healthcare Industry 5
Unit 1.3 - Different Departments in a Hospital 8
Unit 1.4 - Tools and Equipment 15

2. Broad functions of a General Duty Assistant (HSS/N 9603, HSS/N 9607) 31
Unit 2.1 - Job Role of a General Duty Assistant 33
Unit 2.2 - Compassion and Patient Centricity 38

3. Introduction to Human Body- Structure & Function (HSS/N 5101, 43

HSS/N 5102, HSS/N 5103, HSS/N 5104, HSS/N 5105, HSS/N 5106,
HSS/N 5111)

Unit 3.1 - Basics of Anatomy and Physiology 45
4, Personnel Hygiene and Professional Behaviour (HSS/ N 5107, 65

HSS/N 9603, HSS/N 9604, HSS/N 9605, HSS/N 9607, HSS/N 5108)

Unit 4.1 - Personnel Hygiene and Professional Behaviour 67
5. Bio Medical Waste Management (HSS / N 9609) 81

Unit 5.1 - Bio Medical Waste Management 83
6. Emergency Medical Response (HSS/ N 9606, HSS/ N 5112) 93

Unit 6.1 - Emergency Medical Response 95
7. Body Mechanics (HSS/N5101, HSS/ N 5106, HSS/ N 5111) 109

Unit 7.1 - Body Mechanics 111
8. Positioning/ Transferring/ Mobility of Patients (HSS/N 5101, HSS/N 115

5102, HSS/N 5103, HSS/ N5104, HSS/N 5105, HSS/N 5106)

Unit 8.1 - Positioning/ Transferring/ Mobility of Patients 117
9. Consent, Documentation & Records (HSS/N5114, HSS/ N 5115, 131

HSS/ N 9605)

Unit 9.1 - Consent and Reporting 133
10. Observing and Reporting (HSS/ N 5110) 139

Unit 10.1 - Observing and Reporting 141
11. Patient’s Rights & Environment (HSS/N 5101, HSS/N 5102, HSS/N 5103, 145

HSS/ N5104, HSS/N 5105, HSS/N 5106) HSS/ N 5109, HSS/ N 5111,
HSS/ N 5112, HSS/ N 9606)

Unit 11.1 - Patient’s Rights 147
12. Patient Basic Care and Needs (HSS/N 5101, HSS/N 5102, HSS/N 5103, 151

HSS/ N5104, HSS/N 5105, HSS/N 5106) HSS/ N 5109, HSS/ N 5111)

Unit 12.1 - Aid in Personal Hygiene 153

Unit 12.2 - Aid in Daily Activities 170

Unit 12.3 - Assist in Performing Care Plan 175

— Vii
l Not for Sale- For Internal Circulation only



Participant Handbook

Table of Content

S. No. Modules and Units Page No.
13. Elimination (HSS/N 5105, HSS/ N 5110) 181
Unit 13.1 - Elimination 183
14, Bed Making (HSS/N 5114, HSS/ N 9605) 189
Unit 14.1 - Bed Making 191
15. Fall Prevention (HSS/ 5101, HSS/ N 5103, HSS/ N 5105, HSS/ N 5106, 197
HSS/ N 5111, HSS/ N 9606)
Unit 15.1 - Fall Prevention 199
16. Mortuary Management (HSS / N 5115) 203
Unit 16.1 - Mortuary Management 205
17. Special Procedures (HSS/N 5105, HSS/ N 5109, HSS/ N 5114) 211
Unit 17.1 - Special Procedures 213
Unit 17.2 - Transporting Specimens 227
18. Role of GDA in Sanitation, Safety and First-Aid (HSS/N 9606, 231
HSS/ N 5110)
Unit 18.1 - Safe Working Environment 233
Unit 18.2 - First Aid 239
19. Infections control and prevention (HSS/N 5108) 247
Unit 19.1 - Prevent and control infection 249
Unit 19.2 - Handling and Cleaning of Equipments 258
20. Institutional Emergencies, Fire safety and security (HSS/ N 9606) 265
Unit 20.1 - Maintain Workplace Health and Safety 267
21. Emergencies in Healthcare and Response to Patient Call 269
(HSS/ N 5112, HSS/ N 5110)
Unit 21.1 - Emergencies in Healthcare and Response to Patient Call 271
22, Basic Computer Knowledge 277
Unit 22.1 - Introduction to Computer 279
Unit 22.2 - MS Word 287
Unit 22.3 - MS Excel 293
Unit 22.4 - Internet Concepts 303
23. Soft Skills And Communication Skills (HSS/N/5107, HSS/N/9603, 305
HSS/N/9604, HSS/N/9605 & HSS/N/9607)
Unit 23.1 - Soft Skills And Communication Skills 307
10. Employability & Entrepreneurship Skills 317
Unit 10.1 — Personal Strengths & Value Systems 321
Unit 10.2 - Digital Literacy: A Recap 338
Unit 10.3 — Money Matters 343
Unit 10.4 — Preparing for Employment & Self Employment 352
Unit 10.5 — Understanding Entrepreneurship 361
Unit 10.6 — Preparing to be an Entrepreneur 380

— _




For more information, please contact us:

Ms Seemonti Sarkar
Ph:011-41017446,41017346,40505850 Ext:113
Email : seemonti.sarkar@healthcare-ssc.in

or you may contact HSSC office at:

520- 521, 5th floor, DLF Tower A, Jasola District Center New Delhi - 110025, India
Tel: 011-41017346,40505850,41017446

Email: info@healthcare-ssc.in

Website: www.healthcare-ssc.in



	General Duty Assistant
	z



