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Personal Care Assistance
1. Assists in dressing and personal hygiene
2. Provide personal grooming, washing and styling hair, nails and oral care
3. Transferring the client from bed to wheelchair, if necessary.
4. Toileting assistance and incontinence care (intermittent catherization)
5. Maintain a professional image and demonstrate commitment in personal growth.
Transportation 
1. Drive to and from appointments, stores, entertainment, and other necessary trips.
2. Errands and shopping – Taking the client to go out to do errands, sometimes they may need to be done by the caregiver.
3. Must have valid ID and personal insurance.
Household Management
1. Maintain the cleanliness of the client's house (including vacuuming, dusting, mopping, counter tops, sweeping house and patio and bathroom and kitchen care)
2. Make the client's bed and change the bed sheet regularly
3. Wash and dry the client's clothes regularly
5. Trash taken out on garbage days, unless needed more frequently
6. Keep bathroom clean and managed.
7. Special projects at the client's direction such as cleaning out closets and packing
8.  Keep the kitchen and kitchen table maintained after preparing any food/drink.

Behavior and Conduct of Caregivers
Punctuality
Always arrive at work on time. Hours are from Monday through Friday, 9:30 am to 4:30 pm. Client has lunch at 12:00 pm. Caregiver can eat while and wherever client chooses for lunch, at their own cost or they may bring their own lunch. If caregiver needs to run errands they may clock out to tend to errands, if client doesn’t have appointments.
Dress Code and Personal Hygiene
Wear appropriate attire that will be discussed with Client at time of hire. Please do not put on perfume while in the client's house. Maintain proper personal hygiene at all times. 
Visitors
No Visitors are allowed in the client's house at any time.  Everything about the client and the client’s home is to be kept confidential.
Telephone Usage
Do not use the client's phone for personal use. Use it only if necessary (EVV). NO use of personal cell phone while on duty, only in cases of an emergency.
Requesting for a Day off or Vacation
If you need a personal days off or to take a vacation, you must call or inform the client at least 1 week in advanced unless an emergency arrives.
Change in Work Schedule
If you need to adjust hours or have any changes made in your regular working schedule you must discuss with the client as soon as possible. The client may or may not be able to accommodate these changes.
Change of Address/Telephone number
Notify the client promptly if you have a change of address and/or telephone number.
Problems at Work
Call/inform the client if there's any kind of problem you encounter at work.  We want the work environment to be a place you want to be on a daily basis not a place you have to be at just because you need money.  Persons are here to work and communication is the key.  If you are upset about a request or remark made by the client/attendant please address those issues immediately so they don’t fester into something bigger without anyone’s knowledge.  Don’t be afraid to talk and discuss any issues.  We want to keep a happy work environment at all times.
