TEMPLATE 5

General:
I am disabled as a result of a spinal injury.  It will be the job of my Personal Assistants to assist me in the main areas of domestic and personal need.  By providing assistance I will be able to lead an individual and independent lifestyle in my own home within the community.

My Personal Assistant should be able to handle the physical skills of lifting, handling, pushing and bending.  They will not need to be a strong person to do the job well but good general health is important.  They should also feel confident to ask what my needs are and also be willing to listen to my requests and the directions that I give.

Duties:
Personal Care Requirements:
· Bathing in bed/bathroom/chair.

· Assisting in and out of bed/wheelchair.

· Assisting me to use the toilet and attend to my personal hygiene requirements. 

· Assisting with dressing and undressing.


· Attention to personal grooming, care of hair, nails, feet etc.

· Daily exercise, movements of limbs as required, mainly in the mornings.

· Serving and cutting of food as required.

General Domestic Tasks:
· Making and changing of bed.

· Laundry – washing and ironing.

· Housework, including cleaning, dusting, vacuum cleaning of rooms, furniture and fitments.

· Other general areas of household maintenance and shopping.

· Preparation, cooking of meals and washing up.


Examples of Other Duties

· Assistance in and out of car.

· Preparation of car prior to use.

· Upkeep and maintenance of equipment, e.g. wheelchairs, hoists, etc..

· Escorting to meetings, places of leisure etc.

Note:  All needs will vary from day-to-day and duties will alter accordingly.

Other Responsibilities:
 

· Punctuality: Arrive at the scheduled time, ready to start work.  Let me know if you are going to be more than 10 minutes late.

· Confidentiality:  I will need you to respect my privacy.  Many problems can arise from casual conversation about the care and assistance that you give. Maintain a professional approach at all times.

· Good Attitude: appreciate the strains and stresses involved for me and the effect this can have on the acceptance of your help. You should respect the possessions and equipment in my home.  Use of the telephone, heating, television, radio etc. are at my discretion.
· Training: Training will be available in certain key areas.  You should be prepared to attend any relevant training sessions, read any training literature provided and follow procedures.

TEMPLATE 7


It is the job of the Personal Assistant to assist their employer in all areas of personal care and domestic support, and to act as a confidential escort, assistant and companion in the person’s social and day-to-day activities.  By providing help at the right time the disabled person is enabled to lead an individual and independent lifestyle in the community.

The Personal Assistant should always ask what their employer’s needs or wishes are and listen to the requests and directions.  The Personal Assistant should have the physical skills of lifting, pushing and bending.  One does not have to be a strong person physically to do the job, but general good health and fitness are considered to be an advantage.

Acknowledgement and respect of the following qualities in the employer is equally important: physical aspects, intellectual, sexual, cultural, educational, and social aspects.

Note: - All needs will vary from day to day and duties will alter accordingly, so the Personal Assistant needs to be able to be flexible with his/her time.

Essential Qualities

· Ability to accept responsibility

· Reliability and trustworthiness

· Willingness to learn the job well

· Clean personal habits

· Empathy

· Reliability

· Friendly, easy going manner

· Able to work with or without direct supervision

· Willingness and ability to learn

· Supportive and positive attitude

· Sense of humour

Desirable Qualities

· Non-smoker (smoking is not permitted in the house)

· Experience of similar work

· Able to deal with figures

· Qualification in care i.e. NVQ standard

· Clean Driving Licence

· Cooking skills

Attitude

The Personal Assistant must appreciate the strains and stresses involved for the employer particularly in trying to manage a home as normally and comfortably as possible with other people having to be around all the time.  Acknowledge his/her desire to maintain as much dignity as possible when having personal tasks carried out by you and to preserve independence.  

It should be remembered that as the person whose lifestyle you are helping to continue to maintain, the employer is the one to make the decisions, whether as small as when to wash the curtains or as specific as the correct way of putting on a coat.  It is his/her requirements you are carrying out, so you must treat him/her first as your supervisor.
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